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Introduction

The Acquisitions training guide is designed to provide a basic
understanding of the capabilities of the SirsiDynix Symphony
Acquisitions module with an overview of navigating those functions in
the WorkFlows client.

Topics include creating funds, vendors, orders, and invoices; running
acquisition reports, creating acquisition related policies, and the MARC
Order Loading.

This guide can accompany instructor-led training. It can also be used as a
review, reference, or an independent study document.

The Acquisitions training guide comprises eight sections and six
appendices. Below is a short summary of each:

® Overview. Discusses the different records involved in the
Acquisitions module and the general acquisitions workflow.

® Working with Vendor Records. Details how to create, modify,
display, duplicate, delete, and deactivate vendor records.

® Working with Fund Records. Details how to create, modify,
display, duplicate, delete, and deactivate fund records. Also
covers how to transfer and modify budget amounts.

® Creating and Working with Orders. Outlines the steps taken to
create basic, dated, and recurring orders. Also discusses how to
add additional lines to an existing order, work with the
funding/ distribution segments within an order line, print a single
purchase order, work with order maps, display, duplicate, and
delete an order.

® Receiving Orders. Reviews the process or receiving firm orders
(complete and partial), dated orders, and recurring orders. Also
covers how to “unreceive” a line item.

® Processing Invoices. Discusses how to create, modify, display,
and delete invoices. Also covers how to add additional invoice
lines to an existing invoice, lock and unlock invoices, pay invoices,
and reverse payment of an invoice. This section outlines the steps
for invoicing during receipt of an order.

® Add Ordered Items to Catalog. Details how to add ordered items
to the catalog.




® Generating Claims. Reviews the manually and automatic
claiming process in the SirsiDynix Symphony Acquisitions
module.

® Appendix A: Acquisition Reports. Discusses several acquisition
reports used for sending purchase orders, creating workslips,
generating lists of orders/order lines, and vendor notice reports.

® Appendix B: Acquisition Configuration Policies. Reviews the
creation and modification of acquisition policies such as fund
levels, currency, labels, holding codes, order maps, and
acquisition material types.

® Appendix C: Adding Temporary Titles and Records. Outlines
the three conventional methods of adding title records for
ordering in the Acquisitions module.

® Appendix D: Vendor Information Port (VIP). Discusses an
alternative method of creating brief title records for the purpose of
ordering with a vendor ordering service.

® Appendix E: MARC Order Loader/9XX. Reviews the steps taken
to load bibliographic records that contain order information and
discusses planning and considerations of using this process.

® Appendix F: Acquisitions Exercises.

Using This Training Guide

This guide has been designed for use during a SirsiDynix instructor-led
training. It also has been designed to be used as a reference work for the
class. Icons are used throughout the manual for different purposes. The
purpose of each icon is described below.

W~
NG ;

This icon denotes additional helpful information.

([

This icon is a warning. Pay special attention to this information!

This icon directs you to the SirsiDynix Symphony online Help file
where you can find additional or related information.

@ This icon indicates reference information available in another
V4 manual or to another chapter within this manual.

SirsiDynix Symphony Training



Help Files

The SirsiDynix Symphony system comes with an extensive set of online
Help files. Every toolbar in your SirsiDynix Symphony system has a Help
icon (a purple book with a yellow question mark on it). You can access
Help files through the toolbar icon, from the Help option on your menu
bar, or by pressing the F1 key when within SirsiDynix Symphony.

Help files are organized either context sensitive to the screen presently
displaying, or topically through a table of contents:

SirsiDynix Symphony WorkF lows

File Help

€ > B &

glila

[‘i] WwarkFlows Help

@ Academic Reserves

@ Accountability

B acquisitions

@ Cataloging with Authority

@ Circulation

- About Circulation

[=h Circulation Wizard Toolbar
- Barcode Walidation Settings Wizard

Checkaout Wiz

ckout Wwizard

- Discharge/Checkin Wizard

- Fine Free Discharge/Checkin Wizard

-~ Renew User Charges Wizard
Renew Item Wizard

- Bill a User wizard

= Pay Bill Wizard
Itern Search and Display Wizard
Check Item Status wizard

- Print Patron Card Wizard

- User Information and Maintenance Graup
Itemn Information and Maintenance Group
Holds Information and Maintenance Group

- Zpecial Circulation Functions Group

- Manage In Transit [tems Group
Circulation Wizards Properties
Warking with Circulation

- User Tabs

= - - -~
=
SSirsiDynix
» SirsiDynix Byrnphony WorkFlows Help » Circulation » CheckoutWizard
£ Checkout Wizard
The Checkout wizard is used to check out items to a library user. This wizard
displays on the Circulation, Academic Reserves, and Outreach Services toolbars.
1. Click the Checkout wizard
2. Do one of the following
« If the User Search helper is set in properties to display as the first step of
the wizard, search for the user. The helper will automatically fil in the
User ID hox with the ID you select using this helper.
« Inthe User ID box, scan the user's ID
« If the Current button is available, click the button to select the last user
record that was displayed, modified, or added.
= Type the user 1D in the User ID box, and click Get User Information.
« Use the User Search helper to search for the user. If a list displays, ~
¥

The Help File screen has been divided into three parts for explanation:

® [cons are available to move forwards and backwards through the
Help topics, to print, to access an index, and to search.

® Information is organized topically in the left-hand window. Click
on a plus sign (+) to open a folder; click on a minus sign (-) to

close it.

® The Help file is presented in the right-hand window. The
information in the Help file assists in understanding more about
software functionality and how to perform relevant workflows.

Y When you need help with a task, consult the online Help Files
first. Your online Help Files are a comprehensive information set

of SirsiDynix Symphony WorkFlows.
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Toolbox

A toolbox will appear in the upper left corner of some wizard tabs. This
toolbox will contain tools that assist you in creating, modifying,
duplicating, or removing tab information.

Whenever a set of tools appears within a wizard, you will use a
combination of the Alt key + the position of the tool.

For example, in order to add a cancellation on this order, you would hold
down the Alt key in combination with the number 6.

Modify Order : Modify Ordedine PO-23/1; 2009; ARROWOOD —E
Description: The 9th judgment / James Patterson and Maxine Paetro. / Patterson, James, 1947-
This title has holds: 3
— 1
[Tigab| Ordiertine] 5, s |
(%] @)
O Po-23/1 (2) Fund 1 BEEE = [®) Funded quantity: 2
EREI 8 RREIC (2)
T — Cat d: MEWER 4
" [ & ARFICBK (2) ate pal |
Amount: |
Holding code: |ARFICBK V| Distributed quantity: |2
Received: 3/17/2010 ¥ | Packing List: PACKING-&
Loaded: hEWER b
< | >
Save Your
_Changes Cancel Close {b) l

This convention applies to all toolboxes located throughout the different
modules in SirsiDynix Symphony.

+%a

4 | i SirsiDynix Symphony Training




Overview

In this section you will learn to:

® Understand the Acquisition module’s capabilities.
® Understand fund records.

® Understand vendor records.

® Understand order records and order types.

® Understand the basic acquisitions workflow.

® Set up session settings for acquisitions.

Acquisitions Overview

Acquisitions

Acquisitions wizards accomplish the main goal of library acquisitions.
Items can be ordered, purchase orders produced, and vendor and fund
information updated. Your library can be set up with as many vendors
and funds as necessary. SirsiDynix Symphony accumulates totals
budgeted, encumbered, and spent. Vendor, fund, and ordering
information is updated and available in real-time. A variety of reports
assists in ordering, claiming, and accounting.

In an integrated system, many record types work together to perform a
variety of functions. Records used in the Acquisitions module may also
be used in either the standard or the shadow catalog and perhaps in
circulation activities as well. The interaction of the records and the kind of
information they exchange depend on the actions performed at the
workstation. The Acquisitions module uses the interaction of fund,
vendor, order, and invoice records to provide your library with the
following capabilities:

® Create and track fund accounts.
® Store detailed information on each vendor.
® Order and track materials through receipt, invoice, and payment.
® Add ordered items to the catalog.
® Produce reports on fund, vendor, and order activity.
When placing an order, a fund record representing the budget from

which the material is to be purchased and a vendor record representing
the source of the material are identified. The material to order is

2
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Funds

described either by entering vendor-specific information such as a vendor
title number in the order record or by linking an existing bibliographic
description to the order. If an order is linked to a bibliographic record,
materials on order can be searched in the full-text index of either the
standard or shadow catalog.

When an order record is complete and marked as “ready,” SirsiDynix
Symphony reports can generate a purchase order notice to be sent to the
vendor. When receiving materials, the workstation operator may mark
each line item as received, or simply enter the full packing list
information and have SirsiDynix Symphony receive the individual line
items automatically. Invoices may be entered directly into the system.
SirsiDynix Symphony matches and accepts payment for all materials or
individual line items on order records. Ordered items linked to
bibliographic records may then be loaded into the catalog or delivered to
a user.

A fund record identifies a sum of money or other resource which can be
drawn on to pay for services or materials being acquired. Every fund
account, grant, or budget portion which the library uses to pay for
acquisitions should be represented by a fund record in SirsiDynix
Symphony. When initially setting up your acquisitions system, you need
to evaluate current acquisitions and collection development activities,
and then decide how you will use the Acquisitions module to match
current procedures.

Each fund is represented by a master fund record which contains
constant information about the fund, and by a number of fund cycle
records, each containing information about fund amounts and activity for
a specific period of time.

Fund

Fund Cycle
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Each master fund record includes fund ID, fund name, fund account
number, six fund level fields allowing hierarchical grouping of similar
funds, and text fields for extended fund information. Each master fund
record may be associated with one or more fund cycle records. Fund
cycles contain information about the fund for a single chronological

period.

Below are other things you need to know about fund records:

Acquisitions

Each library fund or budget category requires a fund account
record in SirsiDynix Symphony. When you establish a fund
record to represent specific funds or funding areas, you can track
expenditures and encumbrances over accounting periods.

Each fund record contains information about fund amounts and
fund activity during a specified fiscal period.

In a multi-library system, fund records belong to the library that
creates them.

Fund wizards create and maintain both fund records and fund
cycle records.

SirsiDynix Symphony supports an unlimited number of library-
defined funds.

Each fund is represented by a fund record that contains constant
information about the fund, and by a number of fund cycle
records detailing fund amounts and activity for a specific fiscal
period.

Create funds for ordering books, serials, standing orders, library
supplies, etc.

SirsiDynix recommends that you create all funds records before
you create orders.

Any tracking is based upon the establishment of funds.

You cannot remove funds that have orders or encumbrances
against them.
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Vendors

A vendor record identifies the source of materials being acquired. Every
vendor, jobber, publisher, or donor from whom the library acquires
material should be represented online by a vendor record in SirsiDynix
Symphony. When you create an order, the order must identify a vendor.
You can run reports that will provide information about the dealings of
the library with a particular vendor, showing transactions in progress,
and the quantity of activity with that vendor.

Each vendor is represented by a master vendor record, containing
constant information about the vendor such as accounting, ordering,
service, and EDI addresses, and by a number of vendor cycle records,
each of which contains information about vendor activity for a specific
period of time. In a multi-library system, vendor records belong to the
maintenance library specified when they are created.

Each vendor record may be associated with one or more vendor cycle
periods.

Vendor

Vendor

Cycle

Vendor cycles contain data about the vendor for a single chronological
period. Each Vendor Cycle Data screen area includes the following
elements:

® Fiscal cycle identifying the time covered (quarter semester,
calendar year, fiscal year)

® Deposit amount

® Percent encumbrance allowed on deposit amount (may be set to
any amount.)

® (Claim period in days

® Cancellation period in days
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Orders

An order record represents an item or items in the process of being
acquired. Orders associate funds and vendors with a description of the
item(s) being ordered. An order record often represents a purchase order
with one or more line items (called order lines in SirsiDynix Symphony)
that has been or will be sent to a vendor. An order record may also
represent a gift (where the vendor is the donor). Order records can be
used to purchase library supplies and items for external agencies as well
as to purchase materials for the collection.

An order consists of several parts: the order record, one or more line item
(order line) records, and one or more special records called segments that
contain funding, distribution, claiming, and cancelling information.

Order records in WorkFlows may represent any of the following kinds of
orders:

® Purchase for services, supplies, or non-catalog materials
® Purchases for external agencies or departments
® Title and copies which become part of the library’s collection,

acquired through purchase or as gifts.

When creating an order, you must first determine what type of order you
want to create: Basic, Dated, or Recurring. The SirsiDynix Symphony
system is delivered with three order wizards and nine order types that
are divided among the three wizards.

Basic Order Types

The Basic Order is used when ordering single monograph titles, library
supplies, and gift material/titles. It is complete as soon as the ordered
material has been received and paid for (if necessary).

The three delivered basic order types are as follows:

® FIRM - A firm order is a one-time order for a specific item (i.e.
monographic title).

® GIFT - Gift orders are dummy orders created for items donated to
the library and the library wants to track the items on an order.

® APPROVAL - Approval orders represent titles of interest that are
sent automatically from a vendor without obligation to buy. You
approve and add to an order the titles you want to keep. You send
the titles you do not want back to the vendor.

. .. o‘-




Dated Order Types

A dated order is an open order with a known start and end date at the
time the order is placed.

The three delivered dated order types are as follows:

® SUBSCRIPT - A subscription order is for a publication issued in
successive parts, typically with chronological or numerical
designation, over a defined subscription period.

® ELECTRONIC - An electronic order represents subscriptions to
electronic resources such as databases or online subscriptions.

e MEMBERSHIP - Certain publications cannot be purchased or
subscribed to directly. Instead, the library must become a member
of the organization that produces publications. Often membership
includes receipt of more than one journal. Sometimes membership
privileges include discounts on the organization's other
publications. Ordering a membership usually involves
membership fees, sent on a regular basis to ensure uninterrupted
receipt of the membership publication(s).

Recurring Order Types

A recurring order is a perpetually open order with no known end date at
the time the order is placed. An implied library-vendor agreement
facilitates the receipt of certain materials without requiring individual
orders from the library.

Irregular serials and many annual publications are frequently purchased
by standing order, with the vendor sending volumes to the library
whenever published. Some publishers offer special discounts if a library
purchases a monographic series as a standing order, rather than as
individual volumes. Since there is no predictable production of the
volumes, they cannot be paid for in advance as a subscription. The library
accepts each volume as it arrives and pays for each individually.

The three delivered recurring order types are as follows:

® STANDING - Standing orders represent an order for specific titles
that have periodic updates and the vendor sends the updates as
they are published.

® BLANKET - Blanket orders represent an open order for a certain
type of item. For example, your library could have a blanket order
with Thorndike Press for large print books. Essentially, the library
does not know the titles of the books until they are received from
the vendor. The titles are then itemized on a purchase order.
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® MONSER - Monographic series orders represent titles in a series
in which each published title has an individual bibliographic
record.

If necessary, additional order type policies can be created by the system
administrator.

SirsiDynix Symphony keeps track of the transactions occurring within
each of these record types. In a multi-library system, orders belong to the
library that created them.

Each order is identified in the system by an order ID. A purchase order
number can be entered for the order ID, or SirsiDynix Symphony can
generate an order ID automatically in a library-defined pattern.

For more information about customizing auto-generated IDs, refer
to the WorkFlows online Help topic “FAQs: Customizing Auto-

generated IDs.”

+%a
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Acquisition Workflow

Before you begin using the Acquisitions module, it is necessary to
understand the user workflow. Below is a brief description of each step in
the acquisitions workflow

There are five basic steps involved in tracking titles acquired:

1. Creating an order involves determining what titles to order, adding
the titles to the catalog, placing them on a purchase order, and
sending the order to a vendor.

2. Receiving the titles ordered involves identifying which titles have
been received from the vendor, how many, and setting the status of
those titles as “RECEIVED”.

3.  Creating the item records for the titles ordered involves using the Add
Order Items to Catalog wizard, the Load Bibliographic Records report,
or manually creating the item record information through the
cataloging module. Once the Date Loaded has been updated to a
value other than NEVER, the status of the titles changes from
“RECEIVED” to your library’s home location, or, if configured, a
current location of “Available Soon.”

4.  Invoicing the purchase order involves creating an electronic version
of the paper invoice of the titles received from the vendor.

5.  Paying the invoice involves creating an electronic payment receipt so
that the amount invoiced is expended against your library’s budget.

Below is a diagram of the acquisitions workflow including how Selection
Lists, MARC Order Loader (9XX), and EDI would fit into the acquisitions

process:
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Session Settings Wizard

1.

The Session Settings wizard sets specific property-type settings for a range
of wizards during your Workflows session.

There are three values you want to set to get started with the acquisitions
process: Maintenance Library, Display Library, and Fiscal Cycle. Other
values can optionally be set at a later point.

To change session settings:
Navigate to the Acquisitions toolbar.
In the Common Tasks group of wizards, click the Session Settings

wizard Session Settings

If the Behavior tab appears, make any necessary changes. For
example, if you do not want to allow acquisitions staff to update the
Date Ready for orders, unselect the box next to Enter Date Ready.

Defaults

Search library preferences
Search library list type: @ Search by library
O Search by search library group
O Search by library or search library group
Search library list: ALL v

Order behavior

Enter date ready

Prompt for confirmation before cancelling holds

Click the Defaults tab.

Select your maintenance library from the Maintenance Library drop-
down list. The maintenance library determines which libraries can
modify certain acquisitions information

(i.e. funds, vendors, purchase orders, invoices).

Select your display library from the Display Library drop-down list.
The display library determines which libraries can view certain
acquisitions information.

Enter the library’s Fiscal cycle. The fiscal cycle is your library’s current
financial year.
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Session Preferences

Maintenance Iibraw:‘ARRDWDDD V|

Display library: 'ARROWOOD v|

Fiscal cycle: ‘2012 V|
8. Click OK.

Working with Session Preferences

By choosing the fiscal cycle in the Session Settings wizard, you will be
creating funds, vendors, orders, and invoices for that fiscal cycle.
However, you can view or work with records from previous or future
fiscal cycles by changing the Fiscal Cycle drop-down in the acquisitions
wizards.

In the Modify Fund wizard, it defaults to the fiscal cycle determined by the
session settings, but you can search previous fiscal cycles:

Modify Fund : Fund Lookup

[ L]

Search for: |
Index: \Fu_nd D v  Type:
Fiscal cycle: @ Search
Library: O Browse

O Exact

Fund Level

In the Modify Vendor wizard, it defaults to the fiscal cycle determined by
the session settings, but you can search previous fiscal cycles

Modify Vendor : Vendor Lookup

Search for: |
Index: Vendor ID v ~Type:
Fiscal cycle: |R{0hRE v~ ®Ssearch
Library: 2007 O Browse
Current:
5008 O Exact
2009
List Yendd2010
Vendor I 2011 tomer numbe
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In the Modify Invoice wizard, it defaults to the fiscal cycle determined by
the session settings, but you can search previous fiscal cycles

Modify Invoice : Select Search

B BT e =
Search for: ‘ v
Index: Invoice ID 5
Invoice Line: =
Created in fiscal cycle: v
vendor ID:
Item libraty: 2007
Acquisitions Library: 2008
Current Title: 2009
Current Invoice: 2010

2011

When you first start using the Acquisitions module in SirsiDynix

Symphony, you type the fiscal cycle into the “Created in fiscal cycle”
drop-down.

When one fiscal year ends and another begins, records from the fiscal
cycle being closed will be duplicated to the new fiscal cycle by means of
the rollover process. You will open the Session Settings wizard to start
working with the new fiscal cycle created with the rollover process.

For further information about the rollover process, refer to the
SirsiDynix Symphony Acquisitions Rollover training guide.
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Working with Vendor
Records

Setting up vendor records in the SirsiDynix Symphony system lets you
maintain information about the retailers you contact and do business
with when acquiring titles for your library. This section will detail how to
create, modify, duplicate, review, and delete information on the vendors
you work with when ordering materials for your library.

In this section you will learn to:

® Add vendor records.

® Modify vendor records.

® Duplicate vendor records.

® Review and display vendor records.

® Delete or deactivate vendor records.

Adding a Vendor Record

The Add Vendor wizard lets you enter and track vendor information for
those you will be purchasing titles from. There is no limit to the number
of vendors that can be added to the system. If you have multiple
customer accounts with a single vendor and are assigned different
account numbers for each account, you may want to create a separate
vendor record to represent each account.




To add a vendor record:

1. Open the Vendors group of wizards and click the Add Vendor wizard.
E‘j’ add vendor

Add Yendor : Entering New Vendor Identification = O =
ED] Address Vendor Cycle Information Deposit Account Discount Table
wendor Information ‘endor Extended Information Addresses

Library: ARROWOQOD

Mew [T

MNarme:

Customer number: Currency: us v
Group 1: * | ardering allowed:

Group 2: * | Paying allowed:

Group 3: ¥

Tax:

[ Tax paid to vendor [0 Tax exempt vendor

Madi
Create Wendor (b) \feoncllfgr

2.  Inthe New ID field, type a new vendor ID (up to 20 characters). This
is a required field.

Create Another

wendor (g) Close

Vendor IDs must not contain spaces!

3.  Inthe Name field, enter the vendor name (up to 70 characters). This
field is optional.

4., In the Customer Number field, enter the account number that the
vendor has assigned your library or library contract (up to 20
characters). This field is optional and searchable.

5.  Enter the Currency of the vendor if it is different from your library’s
native currency.

6.  Select policies from the Group drop-downs to further categorize this
vendor. These groups provide optional information used for
reporting and act like demographics.
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Group 1: | v

Group 2: | V|

Sroup 3t | V|

Group policies can be created by
system administrators in the

Configuration toolbar

7. If taxes are to be included in invoice lines and paid directly to the
vendor for ordered materials, check the box next to Tax paid to
vendor.

8.  If the vendor has tax exempt status for materials purchased from

them, check the box next to Tax exempt vendor.

.m@} ) These check boxes display only if the Invoice Tax features are
= configured and if the policies within the Global Configuration
wizard are set to display them.

9. Click the Vendor Extended Information tab.

10.  Enter any necessary notes or comments about this vendor.

Add Vendor : Entering New Vendor Identification - o o=

vendor Cyde Information Deposit Account Discount Table
Vendor Information | wendor Extended Information | Addresses EDI Address

Extended Info

E3|ES[ES)

ALTVENDNUM
SAN

TERMS

NOTE
COMMENT

B

Create Another

Vendor (@) Gese

Mod
Create Vendor (b) Ve%ég,

11. Click the Addresses tab.

12.  Enter the vendor address information using the fields that are
available. Three mailing addresses are available for separate
ordering, service, and accounting vendor locations. The fields that
display in this tab are established by system administrators in Vendor
Configuration.




Address 1

ATTN W |Richard Balker

LIMNE = |One Ingram Blvd.
CITY/STATE ~ |ca wergne, T

zIp ~|[z7086

COUNTRY v |u.s.

PHOMNE b I615*79375000 ext, 288
FAX b |615—793—5500

EMAIL W |orders@|ngrambook‘com

13.  Click the Vendor Cycle Information tab.

Add Vendor : Entering New Yendor Identification - 0O =

Vendor Information | Vendor Exte_nded Information | Addresses | EDI Address
Yendor Cycle Information Deposit Account

Discount Table

Vendor cycle:2012

Library: ARROWOOQD Fiscal cycle: 2012
Order claim period: Order cancel period:
Modify Create Another

Create Vendor (b) ‘ Close

Vendor Vendor (g)

14.  Inthe Order claim period field, type the number of days from the date
mailed that you want the system to wait before issuing item claims.

15.  Inthe Order cancel period field, type the number of days from the
date mailed that you want the system to wait before cancelling an
order. This can also pertain to cancelling a partial order.

16. Click the Deposit Account tab.

Add ¥Yendor : Entering New Vendor Identification = S

Vendor Information | Yendor Extended Information Addresses EDI Address
vendor Cycle Information . Deposit Account |  Discount Table

Vendor cycle:2012

Deposit amount: % encumbrance allowed:| 100

Modif Create Anoth
Create Vendor(b)‘ Sl ‘ reate Another

Vendor Vendor {(g)

‘ Close
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Acquisitions

17.

18.

19.
20.

If your library has deposited funds with the vendor, enter the amount
deposited in the Deposit amount field.

Enter the maximum percentage amount you want the system to
encumber on an order before a warning message is displayed.

Click the Discount Table tab.

If your library receives discounts based on monetary or quantity
amount, select the corresponding radio button. You must select one or
the other, but cannot select both.

If you select Monetary or Quantity, you must click Create Vendor
in order for the system to display the discount fields.

Vendor Information | Vendor Extended Information | Addresses | EDT Address
Vendor Cycle Information Deposit Account Discount Table

Yendor cycle:2012

Discount type: @ Monetary O Quantity O None

To establish a Discount
Table, you must click
Create Vendor to display
the discount fields

Modify Create Another

Create Vendor (b) vendor vendor (g)

Close

Here are the fields made available after selecting Monetary and
clicking Create Vendor.

Add ¥endor : Modifying Information for Yendor ¥ OURS; 2012; ARRDWOOD SNENE
Vendor Information Vendor Extended Information Addresses | EDI Address
Vendor Cycle Information Deposit Account Discount Table

Yendor cycle:2012
Discount type: @ Monetary O Quantity O None

Up to: $0.00 Discount percent: 0.00

Up to: $0.00 Discount percent: 0,00

Up to: $0.00 Discount percent: 0,00

Up to: $0.00 Discount percent: 0,00

Over: $0.00 Discount percent: 0.00
Modify || Create Another

Create Vendor (b) vendor

‘ Close

Vendor (g)
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21.  Click Create Vendor or if you created the vendor record to include a
discount table, click Modify Vendor.

‘ .@g/ ) The EDI Address tab is used for libraries that have purchased
= the Electronic Data Interchange Module which allows them to
communicate with vendors to transfer ordering, invoicing or
subscription information between computers. To read more about
EDI, refer to the WorkFlows online Help file “Getting Started with
EDI.”

Modifying a Vendor Record

The Modify Vendor wizard lets you change or add information to the
vendor record or vendor cycle record. You can only modify one vendor
cycle record at a time. Therefore if you have multiple fiscal cycles
attached to a vendor, you must search for the vendor in each fiscal cycle
that you want to modify.

To modify a vendor record:

1.  Within the Vendors group of wizards, click the Modify Vendor wizard.
Iﬂ Modify Yendor

2.  Using the Index drop-down, select the index you want to use to
search for the vendor, enter your information in the Search For field,
and click Search. (You can leave the Search For field empty and click
Search to retrieve a list of all vendors for that fiscal cycle and library.)
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Modify Yendor : Yendor Lookup S

Search for: |

Index: vendor ID
Fiscal cycle:|2011 To retrieve a list of
S OO0 loave the Search For
Current:  BLIBRIS - 2011 - ARROWOOD field blank and click
Search
Search vendor ID ALL; ARROWOOD; 2011
List of 25 Vendors
Vendor ID » Vendor name Customer number Owverencumbere...
DBC David Brown Company N 2
DONATIONS Donations N
EBSCO EBSCO EB-2134 N
GEMINI Gemini Fine Books & A... N
GIFT Gift vendor for trackin... N
GPO Government Priniting ... GPO-AR-0016T N
INGRAM Ingram Book Company STT99201 N
IU-PRESS Indiana University Press 0009-278 N
MARSTON Marston Book Service... N
MIDWEST-TAPES Midwest Tapes N
OPERATIONS Vendor for day-to-da... N 2
Modify Modify Return to
‘ This Vendor || Another Vendor (b} vendor List
3. If more than one record matches your search, double-click the vendor

or highlight it and click Modify This Vendor.

4. Make any changes necessary in the available tabs and click Modify
This Vendor.

5. Once your changes have been made, select one of the following:

® Modify Another Vendor to modify a different vendor or vendor
cycle.

® Return to List to return to the list of vendors.

® (lose to exit the wizard.
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Duplicating a Vendor Record

The Duplicate Vendor wizard lets you copy existing vendor information
into a new vendor record. Therefore, if you have multiple vendor
accounts that require separate vendor records, this is a quick and easy
way to duplicate core vendor information and not have to retype all of

the same information.

To duplicate a vendor record:

1.  Within the Vendors group of wizards, click the Duplicate Vendor

. Duplicate Wendaor
wizard.

2.  Using the Index drop-down, select the index you want to use to
search for the vendor, enter your information in the Search For field

and click Search. (You can leave the Search For field empty and click
Search to retrieve a list of all vendors for that fiscal cycle and library.)

If more than one record matches your search, double-click the vendor

or highlight it and click Duplicate This Vendor.

4.  Inthe New ID field, type in a new vendor ID (up to 20 characters.

This is a required field.

Vendor IDs must not contain spaces!

Duplicate ¥endor : Duplicating Information from EBSCO; 2012; ARRDWOOD

Search for: |
Index: Vvendor ID ¥ Type:
Fiscal cycle: 2012 Y| ®Search
Library: ARROWOOD ¥l  OBrowse
Current:  EBSCO --- 2012 --- ARROWOOM OExact

EDI Address vendor Cycle Information
vendor Information

Deposit Account
Vendor Extended Info

Library: ARROWOQOD

New I0:| T Type in a new ID

Name: EBSCO

Customer number: EB-2134 Currency: us
Group 1: ONLINE ~ Ordering allowed:
Group 2: PRINT ¥ Paying allowed:
Group 3: PREPAID v

Tax:

O Tax paid to vendor [ Tax exempt vendor

Duplicate . Duplicate
This Yendor Modifaienco Another Vendor

Close

5. In the Name field, change the Vendor Name.

6. Make any necessary changes in the available tabs.

Discount Table
Addresses
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This wizard duplicates basic vendor information, addresses, and
extended information; however, vendor cycle information is not
duplicated, even though you have searched by vendor cycle.

7.  Click Duplicate This Vendor.

8.  Click Duplicate Another Vendor if you want to create another
vendor from an existing vendor record or click Close to exit the
wizard.




Reviewing and Displaying Vendor Information

Vendor information can be viewed in the following wizards:

® Review All Vendors
® Display Vendor (All Cycles)
® Display Vendor (Specific Cycle)

When reviewing or displaying vendor record information, the data
cannot be edited. You can, however, see financial, averages, and quantity
data in various formats.

Reviewing All Vendors Wizard

The Review All Vendors wizard lets you review amounts, averages, and
quantities of orders associated with a specific vendor within a fiscal cycle.
The information you review can also be output into a file on your

workstation using specific helpers available in the Review All Vendors
wizard.

To review vendor records:

Within the Vendors group of wizards, click the Review All Vendors

. Review all Vendaors
wizard.

Using the Index drop-down, select the index you want to use to
search for the vendor, enter your information in the Search For field
and click Search. (You can leave the Search For field empty and click
Search to retrieve a list of all vendors for that fiscal cycle and library.)

Review All Yendors : Raview All Yendors For 2011

|
Search for: I
Index: Vendor ID v  Type: To.rEt”eve a
. list of all
Fiscal cycle:|2011 v @Ssearch vendors, leave
Library: ARROWOOD ¥|  CBrowse the Search For
O Exact field blank and
click Search
Amounts | Averages| Quantities
Yendor ID Yendor Name Ordered Encumbered Invoiced « Paid
$21401.89 $10271.53 $2195.07 $7388.41
Ingram Book ... $2508.51 $465.49 $1058.90 $751.59
Baker & Taylor $4585.45 $1453.80 $566.08 $2522.97
Rittenhouse B... $1645.69 $22.75 $333.84 $1268.59
EBSCO $6223.61 $5614.75 $234.00 $374.86
AMAZON Amazon online $3321.58 $870.85 $2.25 $2346.24
ALIBRIS Alibris $258.80 $17.95 $0.00 $0.00
Review Return to

Selected Yendors

vendor List | | New Search () ‘ ’ Close
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Acquisitions

3. To review all selected vendors, select the Browse search type, leave
the Search For field blank, and click Search.

Review All ¥endors : Vendor Lookup

T |

Search for: |

Index: vVendor ID v| Type:

Fiscal cycle:|2011 ¥l ©Search

Library: ARROWOQOD W
O Exact

Search vendor ID ALL; ARROWOOD; 2011

Oselect Al ‘

List of 15 Vendors

-

Selected

Ooooooood

Review
Selected Vendors

Vendor ID Vendor name Customer number
BT Baker & Taylor 23456A 2
BT-EDI Baker & Taylor ED... AR109-872
BWTI BWTI BWI-3456
COMP-0ORDER Comp vendor
DBC David Brown Com...

DONATIONS Donations

EBSCO EBSCO EB-2134

GEMINI Gemini Fine Books... v
Vi?\tdgcl)‘thizt New Search (b) ‘ ‘ Close

4. Click the Select All check box or select the boxes next to the vendors
you want to review.

5. Click Review Selected Vendors.

6. Once you have reviewed the vendor information, choose one of the

following:

® Return to Vendor List, if displayed, to return to the list of
searched vendors.

® New Search to start a new vendor search.

® (Close to exit the wizard.




Review All Vendors Helpers

When working with the Review All Vendors wizard, the Save Averages Data
to a File and Save Amounts and Quantities Data to a File helpers may be
available for you to save specific vendor information to a file on your
workstation.

To save vendor information to a file:

1. Click the Review all Vendors wizard and search for the vendor(s) you

want to review Review all Vendaors

2. Atthe top of the window, click the Save Averages Data to File helper or

the Save Amounts and Quantities Data to File helper. E’ %

3.  Both helpers output the data in a comma-delimited format and save
the data to a file with a .csv extension, which can be viewed using a
spreadsheet application.

[T save amounts and quantities data to a file _|

Save in: |2 Workflows A==
A & Configure
bﬁ 2 Helps

My Recent |3 Images
Cocuments D LoG

@ 0 Property
= tmp

Desktop | |3 Toolbar

: 0 Tooloust
~<i I ToolLocal
My ) 23950

Cocuments

31)3 File name |l | ’ Save ]
My File type ‘CS\)"(*ICS\;) v| Cancel

® The Save Averages Data to a File helper outputs order, discount,
paid price, and days to receive averages associated with a specific
vendor.

® The Save Amounts and Quantities Date to a File helper outputs
order, received, paid, claimed, canceled, and invoice related
amount and quantities associated with a specific vendor.

+%a
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Displaying All Cycles of a Vendor

The Display Vendor (All Cycles) wizard lets you display a summary of a
single vendor record, summarize and total all cycles of a single vendor,
and display a brief summary of multiple vendor records.

To see all cycles of a vendor record:

1. Within the Vendors group of wizards, click the Display Vendor (All

Cycles) wizard Display Wendor (All Cycles)

2. Using the Index , select the index you want to use to search for the
vendor, enter your information in the Search For field and click
Search. (You can leave the Search For field empty and click Search to
retrieve a list of all vendors for that fiscal cycle and library.)

Display ¥endor [All Cycles) : Yendor Lookup = O =
search for:
Index: Wendor ID M Type:
Library: ® Search
Current:
endor narme OBrowse
Customer number O Exact
List wendors
wendor ID wendor name Customer number = Cycles

Display Display Return to |
This “Wendaor Another Vendor Wendor List Loz

3. If more than one record matches your search, double-click the vendor
or highlight it and click Display This Vendor.




Display ¥endor (All Cycles) : Displaying Information for BT; ARROWOOD e

Search for:

Index: Vendor ID v Type:
Library: ARROWOOD v ®Search
Current: BT -—— ALL ——- ARROWOOO O Browse
O Exact
Vendor Cycle Information Invoices Amounts Averages Counts
Vendor Information Vendor Extended Info

Library: ARROWOOD..
Name: Baker & Taylor

Id: BT Customer number: 23456A
Ordering allowed: Y Paying allowed: Y
Amount invoiced/not funded: $0.00 Quantity invoiced/not funded: 0
Currency: us.. Number of cycles: 4
Group 1: JOBBER.. Group 2: ELECTRONIC..
Group 3: INVOICE..

Tax:

Tax paid to vendor: No Tax exempt vendor: No

Display Display
This ¥enclor || Another Yendor

Return to

Vendor List Glose

4, After viewing the vendor record information, choose one of the
following:
e Display Another Vendor to search another vendor.
® Return to Vendor List to return to the list of searched vendors.

® (lose to exit the wizard.

Displaying a Specific Cycle of a Vendor

The Display Vendor (Specific Cycle) wizard lets you display all vendor
record information including orders and linked serial control records for
a selected vendor in a specified fiscal cycle.

To display a specific cycle of a vendor:

1.  Within the Vendors group of wizards, click the Display Vendor

(Speciﬁc Cycles) wizard. ﬁ Display Wendor (Specific Cycle)

2.  Using the Index drop-down, select the index you want to use to
search for the vendor, enter your information in the Search For field
and click Search. (You can leave the Search For field empty and click
Search to retrieve a list of all vendors for that fiscal cycle and library.)

3. If more than one record matches your search, double-click the vendor
or highlight it and click Display This Vendor.

4.  To see orders associated with this vendor for the displayed fiscal
cycle, click the Orders tab.
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Acquisitions

Display ¥endor (Specific Cycle) : Displaying Information for INGRAM; 2012; ARROWOOD SE

Search for: |
Index: vendor ID v Type:
Fiscal cycle: (2012 v~ ®Search
Library: ARRCOWOOD v OBrowse
Current:  [NGRAM —— 2012 —— ARROWOOD O Exact
Vendor Information vendor Extended Info Addresses EDI Address
Vendor Cycle Information Discount Table Qrders Serial Control Links
Fiscal cycle:2012
Order ID » Quantity Or... Quantity No... Quantity In... Quantity Paid Quantity Cl... Quantity Ca...
1 1
0 0 0 0 0
2 0 0 0 0 0
2 2 0 0 0 0
1 1 0 0 0 0
2 2 0 1] 0 0
Display Display Return to al
This Vendor | Another Vendor || Vendor List | | ~°5€

5. After viewing the vendor record information, choose one of the

following:

® Display Another Vendor to search another vendor.

® Return to Vendor List to return to the list of searched vendors.

® (lose to exit the wizard.




Deleting a Vendor Record

The Delete Vendor wizard lets you remove a single
existing vendor record or remove a vendor record

vendor cycle from an
and all vendor cycles.

In most cases the Delete Vendor wizard is used to remove vendors that
were added to the system but have never been used or vendors that have
not been used for an extended period of time and the library has no

intention of using that vendor in the future.

To delete a vendor record:

1. Within the Vendors group of wizards, click the Delete Vendor wizard.

M Delete Wendor

2.  Using the Index drop-down, select the index you want to use to
search for the vendor, enter your information in the Search For field
and click Search. (You can leave the Search For field empty and click
Search to retrieve a list of all vendors for that fiscal cycle and library.)

3. If more than one record matches your search, double-click the vendor
or highlight it and click Remove Vendor/Cycles.

4.  Select the Remove Vendor and All Cycles radio button to remove the
fund and all of the vendor cycles. Or select the Remove Selected
Cycles radio button and click in the box the vendor cycles to remove.

Delete Yendor : Removing Information for Vendor EBSCO; ALL; ARRDWOOD

ERERE

Search for:l
Index: Vendor ID v Type:
Library: ARROWOQD v | @ Search
Current: EBSCO --- ARROWOODO O Browse
O Exact

vendor Information| Yendor Extended Information| Yendor Cycle Information

O Remove Vendor and All Cycles @ Remove Selected Cycles

Fiscal Cycle Ordered Invoiced Encumbered  Paid Remove
2007 0 $0.00 $0.00 $0.00 O
2009 3 $0.00 $235.92 $0.00
2010 14 $0.00 $2446.71 $0.00
2011 16 $234.00 $5614.75 $374.86
2012 0 $0.00 $0.00 $0.00 O
Remove Remove Return to
Ven_dor/CycIes Another Vendor || Vendor List Close
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‘ Qz/ Only fiscal cycles eligible for removal display a Remove check
box. Vendors attached to orders and/or invoices are ineligible for
removal even if the status of the order is “complete.” To delete
vendors that are attached to orders or invoices, you must first
delete the order(s) and/or invoice(s), then you may proceed in
deleting the vendor.

5. Click Remove Vendor/Cycles.

Delete ¥endor : Confirmation

':/ Remove Selected Cycles?

\,“_'
ves | | No |
6. Click Yes.
7. Click OK.
8. Click Remove Another Fund to remove another fund or click Close to

exit the wizard.

Deactivating a Vendor Record

If the vendor record or cycle is ineligible for deletion, or you simply do
not want to delete the vendor record, a second option is to deactivate the
record. Deactivating a vendor record turns off the paying allowed and
ordering allowed options in the record so that vendor cannot be used to
order (encumber) or pay (expend) against.

To deactivate a vendor record:

1. Within the Vendors group of wizards, click the Modify Vendor wizard.
Eﬁ Modify Wendor

2.  Using the Index drop-down, select the index you want to use to
search for the vendor, enter your information in the Search For field
and click Search. (You can leave the Search For field empty and click
Search to retrieve a list of all vendors for that fiscal cycle and library.)

3. If more than one record matches your search, double-click the vendor
or highlight it and click Modify This Vendor.

4.  Inthe Vendor Information tab, unselect the Ordering Allowed and
Paying Allowed check boxes.




EDI Address Vendor Cycle Information Deposit Account Discount Table
Vendor Information | Vendor Extended Information Addresses

Library: ARROWOQD
New ID:IU-PRESS |
Name: |Indiana University Press

Customer humber: 0009-278 \ Currency: us
Group 1; PUBLISHER ~| Ordering allowed:
Group 2: PRINT ~| Paying allowed:
Group 3: INVOICE v

Tax:

[0 Tax paid to vendor [0 Tax exempt vendor

Modify
Another Vendor (b)

Return to

Modify
’ vendor List

This Vendor Close)

5.  Click Modify This Vendor.

6. Click Close.

.*&-@/ If you try to use a deactivated vendor on an order or invoice, the
system will display an error message indicating the vendor record

is blocked.

+%a
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Working with Fund
Records

Setting up fund records in SirsiDynix Symphony allows you to maintain
information about the budget amounts allocated to your library. Once
funds are set up you can track your library’s spending daily, monthly,
quarterly or annually. This section will detail how to create, modity,
transfer amounts, duplicate, display, and delete funds.

In this section you will learn to:

® Add fund records.

® Modify funds and fund budget amounts.
® Transfer budgeted amounts.

® Duplicate funds.

® Review and display funds.

® Delete and deactivate funds.




Adding a Fund Record

The Add Fund wizard lets you enter and track amounts designated for
purchasing certain materials in your library. The fund ID, fund name, and
fund levels let you specifically identify what materials the fund will be
used to purchase.

To add a fund record:

1. Inthe Acquisitions toolbar, open the Funds group of wizards and

, _ add Fund
click the Add Fund wizard. =

Add Fund : Entering New Fund Identification - 0O =

%

lOﬂ Fund Cycle Information | Extended Information | Audit trail

Library: ARROWOOD
Mew 100 v
Marne:

Account number:

Level 1: v Level 2:
Level 3: w Level 4 ~
Level 5: v Level &: v

Create Another

Fund (5) Close

Modify
Create Fund Fund

2. Inthe New ID field, type a new fund ID (up to 20 characters) or select
AUTO from the drop-down list. This is a required field.

3.  Inthe Name field, enter the fund name (up to 70 characters). This
field is optional.

4.  If your library divides its funds numerically, enter the number (up to
20 characters) in the Account Number field. This field allows alpha or
numeric characters. This field is optional.

5.  Inthe six Fund Level drop-downs, select a policy name to use for
grouping and totaling your library’s funds. Fund levels help track
spending and can be used when reporting. You are not required to
use any or all fund levels. Fund levels are optional and are established
in Acquisition Configuration policies.

6.  Click the Fund Cycle Information tab.
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Add Fund : Entering New Fund Identification - g =

%

Fund Information| Fund Cycle Information | Extended Information | Audit trail

Fiscal: 2012
Budget amount: |$0.00 v
Encumbrance allowed: 100 O Expenditure allowed: 100 O
[ Block over encumbrance [ Block over expenditure
Ordering allowed Paying allowed
Library authorization: A4
AuQIT Tran:
Created by: Date created:
Last modified by: Date modified:

oty | e poesher || giose

/.  Enter the amount budgeted for this fund in the Budget Amount field.
You can enter a specific dollar amount from 0 to 2,000,000,000 or
select NO LIMIT from the drop-down if you do not know the amount
at this time. If you select NO LIMIT as the budgeted amount, the
system ignores settings related to encumbrance and expenditure.

/) |
Y In the case of a gift fund, NO LIMIT would be an appropriate
selection for Budget Amount.

8.  Enter an Encumbrance Allowed percentage to receive an over
encumbered warning when the budgeted amount has reached the
encumbered limit on an order. This number can exceed 100.

9.  Enter an Expenditure Allowed percentage to receive an over
expended warning when the budgeted amount has reached the
expended limit on an invoice. This number can exceed 100.

Budget amount:| 19000 v

Encumbrance allowed:|120 O Expenditure allowed:|100 0%
[IBlock over encumbrance [IBlock over expenditure
Ordering allowed Paying allowed

10.  Select a Library Authorization policy from the drop-down if you want
to restrict the usage of this fund on an order to a specific holding code
library. The library selected in the Library Authorization policy will
have to match the library indicated in the holding code selected on a
purchase order.




11.

12.
13.
14.

Click the Extended Information tab and enter any Notes or
Comments about this fund.

Click Create Fund.
Click OK.

Click Create Another Fund to create another fund or click Close to
exit the wizard.

Modifying Fund Records

1.

The Modify Fund wizard allows you to update existing fund information
on the Fund Information, Fund Cycle Information, and Extended
Information tabs of the fund record. Depending on your properties for
the Modify Fund wizard, you may not be able to change the budget
amount. You will need to use the Modify Fund Budget wizard to change
the amount budgeted to the fund.

To modify a fund record:

Within the Funds group of wizards, click the Modify Fund wizard.
@ Modify Fund

Using the Index drop-down, select the index you want to use to
search for the fund, enter your information in the Search For field and
click Search. (You can leave the Search For field empty and click
Search to retrieve a list of all funds for the selected fiscal cycle and
library.)
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Modify Fund : Modifying Information for Fund ADF_BOOK = G

Search for: Iarr
Index: Fund ID | Type:
Fiscal cycle: |2011 ~  ®search
Library: ARROWOOD ¥ OBrowse
O Exact
Current fund: ARRAY -—- 2011 --- ARROWOOD
O Fund Level
Search Fund ID arr; ARROWOOD; 2011
Fund ID » Fund Name Cycles Overencumbered/...
ARRAV Arrowood Audiovisual
ARRFIC Arrowood Fiction 3 N
ARRIF Arrowood Juvenile F.., 3 N
ARRINF Arrowood Juvenile ... 3 N
ARRIREF Arrowood Juvenile ... 1 N
ARRNF Arrowood Adult Non.,, 2 N
ARRREF Arrowood Reference 3 ™
ARRSERIALS Arrowood Serials 2 N
ARRYAF Arrowood Young Ad... 2 N
Modify Modify
This Fund ‘ Another Fund Closc
3. If more than one record matches your search, double-click the vendor

or highlight it and click Modify This Fund.

4., Modify the information in the Fund Information, Fund Cycle
Information, and/or Extended Information tabs and click Modify

This Fund.
Budget amount: $18000.00
Encumbrance allowed: 2o Expenditure allowed: %
[ Block over encumbrance [Block over expenditure
Ordering allowed Paying allowed
Library authorization:| \ V|

AUQIT Trai:

To allow modification of the
Budget Amount, a wizard

Created by: ADMIN
R property must be enabled

Last modified by: ADMIN

5. Click OK.

6. Click Modify Another Fund to modify another fund or click Close to
exit the wizard.




Modifying Fund Budgets

The Modify Fund Budget wizard allows you to adjust one or more fund

cycle budgets. You can increase, decrease, or replace current budgeted
amounts for selected funds.

To modify fund budgets:

1. Within the Funds group of wizards, click the Modify Fund Budget

wizard % Modify Fund Budget

Modify Fund Budget

Search for: |
Index: Fund ID v| Type:
Fiscal cycle:|2011 v ®search
Library: ARROWOOD v OBrowse
O Exact
© Fund Level
List of Funds
Selected Fund ID Fund Name Budget
Adjust Selected Adjust More al
Fund Budgets Fund Budgets ose
2.  Using the Index drop-down, select the index you want to use to

search for the fund(s), enter your information in the Search For field,
and click Search. (You can leave the Search For field empty and click

Search to retrieve a list of all funds for the selected fiscal cycle and
library.)

3.  If more than one record matches your search, select the Select All box
or select the check boxes next to individual funds you want to modify.
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Select All <

Selected » Fund ID Fund Mame Budget Overencumb...
B A RRAY Arrowood Au... $18000.00 N
ARRFIC Arrowood Fict,,, $16007.90 ™
ARRIF A $17721.00 N
ARRINF Arrowood Juv... $16000.00 M
ARRIREF Arrowood Juv,.,. $14000.00 N
ARRMNF Arrowood Ad, $14400.00 ™
ARRREF $13500.00 N
ARRSERIALS  Arrowood Ser... $9150.00 N
ARRYAF Arrowood Yo.,. $15000.00 M

4.  Click Adjust Selected Fund Budgets.

5.  Inthe Adjust fields, type a new amount, and select the appropriate
Option from the drop-down list. Below are the available options:

® Select Decrease to subtract the new value from the current budget
amount.

® Select Increase to add the new value to the current budget
amount.

® Select Replace to substitute the current budget amount with the

new value.
Modify Fund Budget ERE
Search for: |arr
Index: Fund ID ¥ - Type:

Fiscal cycle: 2011 ¥ ®Search
Library: ARROWOOD ¥ OBrowse

O Exact
OFund Level

Fund ID Budget Adjust Option

ARRAV $18000.00] Replace v
ARRFIC $16007.90]

F $17721.00| Decrease
$16000.00] Increase
F $14000.00|

ARRNF $14400.00] Replace

ARRREF $13500.00] Replace
ARRSERIALS $9150.00] Replace v
ARRYAF $15000.00] Replace v

Adjust Selected Adjust More cl
Fund Budgets Fund Budgets EEE
€ . . . .
N To adjust funds by percentage or to adjust multiple funds with an
= equal amount, such adding $1000.00 to 20 different funds, click




the Global Adjustments helper.

6. Click Adjust Selected Fund Budgets. If the “When Adjusting
Budgets, Review Individually” option is turned on in the Properties,
the following window will appear:

Modify Fund Budget : Adjusting Budget for ARRAY

Fund Cycle Information | Extended Information | Audit trail

Fiscal: 2011
Budget amount: |$18000.00 A
Encumbrance allowed: 100% Expenditure allowed: 100%
Block over encumbrance:™No Block over expenditure:™MNo
Ordering allowed:¥es Paying allowed:¥es

Library authorization:

AUQIT THall:
Created by: ADMIN Date created: 1/13/2011
Last modified by: ADMIN Date modified: 7/15/2011

I OK H Skip ” Close ]

/.  Review each adjusted fund individually.

® (lick OK to approve the adjustment.

® (lick Skip to undo the adjustment and retain the originally
budgeted amount.

® (lick Close to skip the remaining budgets (no modifications will
be made to the remaining budgets) to be reviewed.

8. Click OK.

9. Click Close.
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Transferring Budget Amounts

The Transfer Budget Amount wizard lets you transfer amounts from one
source fund to up to ten destination funds in one transaction. The system
will maintain an audit trail of the transactions under the Audit Trail tab
of the source fund if the Audit Trail policy is selected to display audit

trail information in the in the Global Configuration wizard.

To transfer budget amounts:

1.  Within the Funds group of wizards, right-click the Transfer Budget

Amount wizard § Transfer Budget Amount

2.  In the Defaults tab, using the Fiscal cycle of Destination Funds drop-

down, select the current fiscal cycle.

Transfer Budget Amount : Set Properties 7|

Display property page: O Wizard Startup @ Mever

Defaults

Search preferences

Preferred search type:

@ Search ©OBrowse OExact ©Fund Level

Preferred search index: |Fund ID

Display Options

Financial Levels Invoices

Performance Copies M Orders

Extended Info

Transfer Options

Fiscal cycle of destination funds:|2011

3. Click OK.

4.  Click the Transfer Budget Amounts wizard.

Acquisitions

§ Transfer Budget Armount

+%a
g9 143 |




Transfer Budget Amount ERNT
Search for: |
Index: Fund ID | Type:

Fiscal cycle:|2011 ¥l  @Search
Library: ARROWOOD ¥ O Browse
O Exact
CFund Level
List of Funds
Fund 1D Fund Name Cycles
. Display
Display Source Fund ‘ Another Fund Close

5.  Using the Index drop-down, select the index you want to use to
search for the fund, enter your information in the Search For field,
and click Search. (You can leave the Search For field empty and click
Search to retrieve a list of all funds for the selected fiscal cycle and

library.)

6. If more than one record matches your search, double-click the vendor
or highlight it and click Display Source Fund.

Transfer Budget Amount

Funds

»Oource runc

Fund ID: ARRNF

Budgeted: $14400.00
Free balance: $12702.05
Cash balance: $13609.44

Encumbrance allowed:  100%
Block over encumbrance: N
Ordering allowed: Y

vesunanon Funas

Fiscal: 2011

Encumbered: $385.15
Invoiced: $522.24
Paid: $790.56

Expenditure allowed: 100%
Block over expenditure: N
Paying allowed: Y

Fiscal cycle of destination funds: 2011 v

Destination funds Amount of transfer

HEEEEEEEEE

Preview ‘ l Transfer Budget Amounts ” Return to Search (b) ” New Search (g) ] l Close I

+%a
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7.  Verify the source fund information at the top of the window.

8.  Using the Destination Funds gadget, select the funds to which you are
transferring an amount. You may also type the Fund IDs directly into
the field.

9. In the Amount of Transfer fields, enter the dollar amount you want to
transfer to this fund.

Fiscal cycle of destination funds: (2011 v
Destination funds Amount of transfer
ARRSERIALS @ [750.00

ARRYAF “  600.00

(¢ (¢] [¢][¢] [¢] [¢][¢][¢] &

10. Click Preview to review the transaction before it is complete.

Transfer Budget Amount
Funds

source Func

Fund ID: ARRNF Fiscal: 2011 Library: ARROWOOD
Total amount transferred: $1350.00

Budgeted: $13050.00 Encumbered: $385.15

Free balance: $11352.05 Invoiced: $522.24

Cash balance: $12259.44 Paid: $790.56

Encumbrance allowed: 100% Expenditure allowed: 10090

Block over encumbrance: N Block over expenditure: N

Ordering allowed: Y Paying allowed: Y

Lestination Funds

Fiscal cycle of destination funds: 2011

Destination funds Amount of transfer Budgeted Free balance Cash balance
ARRSERIALS $750.00 $9900.00 $5404.52 $9653.27
ARRYAF $600.00 $15600.00 $15056.43 $15303.57
<
[ Make More Changes l I Transfer Budget Amounts l

From the preview window you can click Make More Changes to
modify the transaction if necessary.

11. Click Transfer Budget Amounts to complete the transaction.




12.

Duplicating

1.

DOUrce runc

Fund ID:

ARRNF

ITotaI amount transferred: $1350.00

Budgeted:
Free balance:
Cash balance:

Encumbrance allowed:

$13050.00
$11352.05
$12259.44

100%

Block over encumbrance: N
Ordering allowed: Y

vesunanon runas

Fiscal:
Encumbered:
Invoiced:

Paid:

Expenditure allowed:

2011

$385.15
$522.24
$790.56

100%

Block over expenditure: N

Paying allowed:

Y

Fiscal cycle of destination funds: 2011

Destination funds Amount of transfer
ARRSERIALS $750.00
ARRYAF $600.00

Click Close.

Fund

Records

Budgeted Free balance
$9900.00 $5404.52
$15600.00 $15056.43

The Duplicate Fund wizard lets you duplicate existing funds. When
duplicating a fund, all of the information in the existing fund is copied
into the new fund record.

To duplicate a fund record:

Within the Funds group of wizards, click the Duplicate Fund wizard.
@ Duplicate Fund

Using the Index drop-down, select the index you want to use to

search for the fund, enter your information in the Search For field and

click Search. (You can leave the Search For field empty and click
Search to retrieve a list of all funds for the selected fiscal cycle and

library.)

If more than one record matches your search, double-click the vendor

or highlight it and click Duplicate This Fund.

Fund Information | Fund Cycle Information | Extended Information | Audit trail

Mew 10

Marme:

tév

Moyers Juvenile Mon-fiction

Account number:

Level 1:
Level 3:
Level 5:

LOCAL W
JMNENMILE W

Cuplicate Modify
This Fund Fund

Level 2
Level 4!
Level &

| Enter the new
Fund ID

Another Fund

Duplicate

‘ ‘ Close
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4.  Inthe New ID field, type in a new fund ID (up to 20 characters), or
select AUTO from the drop-down list. This is a required field.

5.  Inthe Name field, enter the fund name (up to 70 characters). This
tield is optional.

6.  Modify the remaining information as needed, including the Budget
Amount in the Fiscal Cycle Information tab.

Fund Information ;Fund Cyde Information | Extended Information | Audit trail

Fiscal: 2011
Budget amount: |$7650.00 v
Encumbrance allowed: 100 O Expenditure allowed: 100 O
OBlock over encumbrance [OBlock over expenditure
Ordering allowed Paying allowed
Library authorization: v
AUCIT TFaI:
Created by: ADMIN Date created: 1/13/2011
Last modified by: Date modified: NEVER

/.  Click Duplicate This Fund.
8.  Click OK.

9.  Click Duplicate Another Fund to duplicate another fund or click
Close to exit the wizard.




Reviewing and Displaying Funds
Fund information can be viewed in the following wizards:

® Review All Funds
® Review Available Funds
® Display Fund (All Cycles)
® Display Fund (Specific Cycles)
When reviewing or displaying fund record information, the data cannot

be edited. You can, however, see financial, performance, and copy
information in various formats.

Reviewing All Funds

The Review All Funds wizard lets you get summary information on all or
selected funds in your system. When using this wizard you can get
financial, performance, copies, and fund levels summary information.

The information you review can also be output into a file on your
workstation using specific helpers available in the Review All Funds
wizard.

To review all or select funds:

1. Within the Funds group of wizards, click the Review All Funds wizard.
@ FReview all Funds

2.  Using the Index drop-down, select the index you want to use to
search for the fund(s), enter your information in the Search For field
and click Search. (You can leave the Search For field empty and click
Search to retrieve a list of all funds for the selected fiscal cycle and
library.)
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Review All Funds : Review All Funds for 2011 B

&k
o -] Loave the Search For
) field blank and click
e 701 L 8l | ®Search Search to retrieve a
Library: ARROWOOD ~  OBrowse list of all funds
O Exact
CFund Level

Financial | performance | Copies Fund Levels

Fund 1D Fund Na... CashBal... Cash (%) Free Bal... Free (%) Budgeted Encumb... Invoiced Paid

190-BOOK State boo...  $3000.00 100  $2004.86 67 $3000.00 $734.50  $260.64 $0.00 &
ADF_BOOK Adult ficti... $1871.87 94 $1724.99 86 $2000.00 $146.88 $0.00 $128.13
ARRAY Arrowoo... $17071.60 95 $17069.99 95 $18000.00 $0.00 $1.61 $928.40
ARRFIC Arrowoo... $15000.99 94 $14089.62 88 $16007.90 $799.97 $111.40 $1006.91
ARRJF Arrowoo... $17436.40 98 $17332.88 98 $17721.00 $90.72 $12.80 $284.60
ARRINF  Arrowoo... $16000.00 100 $16000.00 100 $16000.00 $0.00 $0.00 $0.00
ARRJIREF  Arrowoo... $14000.00 100 $13982.19 100 $14000.00 $0.00 $17.81 $0.00
ARRNE Arrowoo... $12259.44 94 $11352.05 87 $13050.00 $385.15 $522.24 $790.56
ARRREF Arrowoo... $13370.01 99 $11931.50 88 $13500.00 $1051.14 $387.37 $129.99
ARRSERI... Arrowoo... $9653.27 98 $5404.52 55 $9900.00 $4014.75 $234.00 $246.73
ARRYAF Arrowoo... $15303.57 98 $15056.43 97 $15600.00 $247.14 $0.00 $296.43
ROOK-GFA General h... ¢17972.01 a7 _G1A257.44 /R G1RSANAN _ §1714.57 &N.0N__ 4527.00 %
Review . Review All Funds
Selected Funds || Return toList

Information about the selected funds, such as the cash and free
balances, the number of copies invoiced or not received, or the
average paid price and average discount, is displayed on the various
tabs. If multiple funds are selected, a list of qualifying funds displays.

3. To search for funds within a certain Fund Level, select Fund Level for
the Type of search and using the drop-down fields, select one or more
fund levels.

4, Click Search.

Raview All Funds : Review All Funds for 2011 e
Fund level 1: STATE | search |
Fund level 2: ~ | Type:
Fund level 3 *| ©search
Fund level 4: “| oBrowse
Fund level 5 Y| ©Exact
Fund level 6 “| @Fund Level
Fiscal cycle: |2011 3
Library: ARROWOQOD 3

Financial | performance| Copies | Fund Levels

Fund ID Fund Na... CashBal... Cash (%) FreeBal... Free (%) Budgeted Encumb... Inwvoiced Paid

Total $15500.00 100% $15500.00 100% $15500.00 $0.00 $0.00 $0.00
190-1312 $2000.000  100[ $2000.00] 100 $2000.00 $0.00) $0.00) $0.00
ONLINE-... Fund for ... $13500.00 100 $13500.00 100 $13500.00 $0.00 $0.00 $0.00

Review mei o U Review All Funds al
Selected Funds eturn to Lis Another Cycle ose

5. When you have finished viewing the information, click Close to exit
the wizard.
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Review All Funds Helper

When using the Review All Funds wizard, the Save Financial and Copies
Data to a File and the Save Performance Data to a File helpers may be
available for you to save specific fund information to a file on your
workstation.

To save fund information to a file:

1. Click the Review all Funds wizard and search for the fund(s) you want
to review.

2.  Atthe top of the window, click the Save Financial and Copies Data to

&b

Both helpers output the data in a comma-delimited format and save
the data to a file with a .csv extension, which can be viewed using a
spreadsheet application.

[@ save financial and copies data to a file _|

File helper or the Save Performance Data to File helper.

Save in: |2 workflows v| 2 EE
5 2 Configure
6] ) Helps

My Recent |3 Images
Documents [Rele

F“I__'- ) Property
) trnp
Desktop | |3 Toolbar
"N ) Tooloust
_..-/ ) ToolLocal
My ) 232950
Documents
File name 1=+==,-::::5;-.- | [ Save l

alfg File type |Cg\; (*.csv) v| Cancel

¥ I¥]

® The Save Financial and Copies Data to a File helper outputs the
financial and item data such as the Fund ID, Fund Name, Cash
Balance, Free Balance, Budgeted Amount, Encumbered Amount,
Invoiced Amounts, Paid Amounts, Quantity Ordered, Quantity
Invoiced, Quantity Paid, and Quantity not Received.

® The Save Performance Date to a File helper outputs performance
data such as Fund ID, Fund Name, Average Price Paid, Average
Order Price, Average Discount, and Fund Levels.

To understand how cash balance and free balance are
calculated, see the glossary at the end of this training guide.
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Reviewing Available Funds

Acquisitions

The Review Available Funds wizard allows you to review multiple funds
within a fiscal cycle with a free balance greater than $0.00. The system
displays the free balance amount and the free balance percentage.

To review available funds:

Within the Funds group of wizards, click the Review Available Funds

wizard @ Review fAvailable Funds

Using the Index drop-down, select the index you want to use to
search for the fund(s), enter your information in the Search For field
and click Search. (You can leave the Search For field empty and click
Search to retrieve a list of all funds for the selected fiscal cycle and
library.)

When you have finished viewing the funds, click Close.

There is no “save to file” option for this wizard. The information
displayed by this wizard can be obtained and printed using the
List Fund report or the List Fund Cycles report. You can also
select Print Screen under the File option in the WorkFlows menu
to print the information provided on the screen.

sirsiDynix Symphony WorkFlows: 2012 Funds Available

JICHEdit Wizards Helpers Modules Preference Tools Window Help

Raviaw Available Funds : 2012 Funds Avsilable e

i
_ Search for: |
Print SEtup Index: Fund ID ¥| Type:
Page Setup Fiscal cycle: 2012 ~|  ®search
Library: ARROWOOD ~|  OBrowse

Update Staff Client

O Exact

Exit

(B Keview nvanaDie runas

0 Display Fund (All Cycles) Search Fund ID ; ARROWOOD; 2012

€3 Display Fund (specific Cycle) Fund ID Fund Name Free Balance Free (%)

Add Fund

@ buplicate Fund ARRIF Arrowood Juvenile F... $16960.06 100

@ vodiy run ARRIREF Arrowood Juvenile ... $14000.00 100
ARRNF Arrowood Adult Non,.. $15890.00 100

@ e runa crae ARRSERIALS Arrowood Serials $9416.56 95

G modify Fund Budget

& Transfer Budget Amount Review NP Review Available Funds -
B Rollover Fund Selected Funds Sl L Another Cycle OS<

+%a
g9 151 |




Displaying All Cycles of a Fund

The Display Fund (All Cycles) wizard lets you display information for all
fiscal cycles of an individual fund. You can see specific performance,
financial, copies, and extended information for all cycles of the selected

fund.

To display all cycles of a fund:

1. Within the Funds group of wizards, click the Display Funds (All Cycles)

wizard.

@ Display Fund (Al Cycles)

2.  Using the Index drop-down, select the index you want to use to
search for the fund, enter your information in the Search For field,
and click Search. (You can leave the Search For field empty and click
Search to retrieve a list of all funds for the selected fiscal cycle and

library.)

3.  If you receive a list of funds, double-click the fund or highlight it and

click Display This Fund.

Ferformance
Fund Information

Cobies

Fund 1D ARRFIC
Mame: Arrowood Fiction
Cycles: 2

Account number: 002-AR,

Level 1: LacaL
Level 3: ADULT
Level &:

Created by:

Last modified by TECH

Financial Extended Information
Fund Cycle Information
Level 2: FICTION
Level 4: LOCAL
Level &:

Date created: NEWVER
Cate modified; &/10/2010

Cisplay Cisplay
This Fund ‘ Another Fund Close
4. To see how much money has been budgeted, encumbered, invoiced,

and paid with the fund, click the Financial tab.

Fund Information

i Fund Cycle Information

Copies Performance Extended Information
Cycle Budgeted Encumbered = Invoiced Paid QVerencurm...
Total  $54500.00 $974.95 490,81 $67.99
2010 $24500,00 $797.85 $0,00 $42.99 N
2009  $30000.00 $177.10 490,81 $25.00 M
Display Display
This Fund Another Fund Close
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5. Use the other tabs to view additional information.

6. Click Close.

Displaying a Specific Cycle of a Fund

The Display Fund (Specific Cycle) wizard lets you display information for a
specific fiscal cycle of a fund. In addition to fund performance, financial,
and copies information, detailed order and invoice information is also
available.

To display a specific cycle of a fund:

1. Within the Funds group of wizards, click the Display Fund (Specific
% Display Fund (Specific Cycle)

Cycle) wizard.
Display Fund (Specific Cycle) e
Search for: |
Index: Fund ID v| Type:
Fiscal cycle: |2011 Y| ®Search
Library: ARROWOQOD ¥ OBrowse
O Exact
Current fund: [190-1312 -—- 2011 -—- ARROWOOD ©Fund Level
List of Funds
Fund ID Fund Name Cycles
Display Display
This Fund Another Fund Elose
2.  Using the Index drop-down, select the index you want to use to

search for the fund, enter your information in the Search For field and
click Search. (You can leave the Search For field empty and click
Search to retrieve a list of all funds for the selected fiscal cycle and
library.)

+%a
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Performance Financial Extended Information Audit trail

Fund Information Fund Cycle Information Invoices Orders Copies
Fund ID ARRAV
Name: Arrowood Audiovisual
Cycles: 3

Account number: 001-AR

Lewvel 1: LOCAL Level 2:
Level 3: GENERAL Level 4: LOCAL
Level 5: Level 6:
Created by: Date created: NEVER
Last modified by: ADMIN Date modified: 3/7 /2011
Display Display
This Fund Another Fund Cloze

To see orders associated with this fund for the displayed fiscal cycle,
click the Orders tab.

Performance Financial Extended Information it trail

Fund Information Fund Cycle Information Invoices ‘ Orders ‘ Copies
&
Order 1D Line # Copies Funded Copies Paid Amount Paid

4 i 0 $0.000
PO-156 2 2 2 $90.00
PQO-156 4 2 2 $69.00
PO-156 5 2 2 $68.00
PO-156 6 2 2 $30.08
PO-156 7 1 1 $21.50
PO-156 8 2 2 $35.98
PO-156 9 1 1 $16.99
PO-156 10 1 1 $16.99
PO-156 11 1 1 $22.00
PO-156 12 1 1 $22.00
Displa Displa
This';uﬁd Anothzr I\:(und H Elose

Select the appropriate tab for any other information you want to view.

Click Display Another Fund to view another fund or click Close to
exit the wizard.

If you have selected the Display Archived Entry Field in the Audit
Trail Tab in the Session Settings wizard, information that use to
display in the Extended Info tab will display here.
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Deleting a Fund Record

The Delete Fund wizard lets you remove an entire fund or a specific fund
cycle from your system. You can only remove fund cycles that do not
have associated orders or invoices.

To delete a fund record:

1. Within the Funds group of wizards, click the Delete Fund wizard.
@ Delete Fund

2.  Using the Index drop-down, select the index you want to use to
search for the fund, enter your information in the Search For field and
click Search. (You can leave the Search For field empty and click
Search to retrieve a list of all funds for the selected fiscal cycle and
library.)

3.  If you receive a list of funds, double-click the fund or highlight it and
click Remove Fund/Cycle(s).

Delete Fund : Removing Information for MOYYAF = G
Search for: |
Index: Fund ID v| ~Type:
Library: ARROWOOD v @Search
Current fund: MOYYAF --- 2011 --- ARROWODD OBrowse
O Exact

O Remove Fund and All Cycles ® Remove Selected Cycles

Fund Information|\Fund Cycle Informationi Extended Information

Cycle Free Balance Ordered Invoiced Remove
2010 $4876.40 5 0
2011 $4500.00 0 0 O
a8
Remove Remove
Close
Fund/Cycle(s) || Another Fund




4.  Select the Remove Fund and All Cycles radio button to remove the
fund and all of the fund cycles. Or select the Remove Selected Cycles
radio button and click in the box the fund cycles to remove.

IR X
SN Funds and/or fund cycles cannot be removed if there are orders
or invoices attached. You must remove all orders and invoices
before removing the fund or fund cycle.

5.  Click Remove Fund/Cycle(s).

Delete Fund : Confirmation

?r/ Femove Fund and All Cycles?

oy
ves | | o |
6. Click Yes.
7. Click OK.
8. Click Remove Another Fund to remove another fund or click Close to

exit the wizard.

Deactivating a Fund

If your fund is ineligible for deletion or you simply do not want to delete
the fund, a second option is to deactivate it. Deactivating a fund turns off
the paying allowed and ordering allowed options in the fund record so
that fund cannot be used to order (encumber) or pay (expend) against.

To deactivate a fund record:

1.  Within the Funds group of wizards, click the Modify Fund wizard.
@ Maodify Fund

2.  Using the Index drop-down, select the index you want to use to
search for the fund, enter your information in the Search For field and
click Search. (You can leave the Search For field empty and click
Search to retrieve a list of all funds for the selected fiscal cycle and
library.)

3.  If more than one record matches your search, double-click the vendor
or highlight it and click Modify This Fund.

4.  Click the Fund Cycle Information tab.
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5. Uncheck the Ordering Allowed and Paying Allowed boxes.

Fund Information| Fund Cycle Information | Extendeg===* . —
Unselect the Ordering and

Fiscal: 2012 Paying Allowed check
boxes to deactivate a fund

Budget amount: $9900.00

Encumbrance allowed: %% Expenditure allowed: %%
[ Block over encumbrance [IBlock over expenditure
I O Ordering allowed L P d I

Library authorization:| v

6. Click Modify This Fund.

[0 Mo dify Fund Complete |

\i{) Record updated

6]14
7. Click OK.
8. Click Close.

.m@} If you try to use a deactivated fund on an order or invoice, the
system will display an error message indicating the fund cycle is
blocked.

_-a@} To edit fund cycle information in batch, use the Manage Fund

Cycle Records report in the Acquisitions group of reports.
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Creating and Working with
Orders

Orders in SirsiDynix Symphony can represent non-catalog materials such
as library supplies or services as well as materials intended for the
collection. Sometimes libraries may act as a middleman for agencies,
departments, or users. Staff may place personal or external agency orders
either by linking the order to a catalog record or by typing a description
of the item inside the order record.

Order records can be created in the following ways:

® Manually using wizards in the Acquisitions toolbar
® Using selection lists created in the Selection toolbar

® Through reports such as the Load Bibs for Selection and the Load
Flat Selection Records report

® Through reports such as the Load Bibs with Order Info and the
Load Flat Order Records report

In this section you will learn to:

® C(Create basic orders.

® Create dated orders.

® (Create recurring orders.

® (reate additional order lines for an existing order.

® Indicate staff requested titles in an order.

® Understand segment options within order line records.
® Print a single purchase order.

® Display orders.

® Modify orders.

® Duplicate orders.

® Delete orders.
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Creating Basic Orders

The Add Basic Order wizard is used when creating general book orders,
approval plans, library supplies, and gift materials.

w@} ) You can set property defaults before using the Add Basic Order
= wizard. When setting these defaults use the 80/20 rule. If eighty
percent of the time you are creating orders during this session
you have a particular setting that will be the same, set it as the
default. The twenty percent of the time the setting is different,
change it from within the specific order window.

[ Add Basic Order : Set Properties

Display property page: O Wizard Startup ® Never

Defaults‘

Search Preferences

Preferred search type:
@Keyword OBrowse OExact

preferred search index:‘TitIe

Set property defaults
to expedite the order

Item library: ‘

process when using

Order Basic Info

Bib entries

vendor ID:
Order type: V‘
Date ready: TODAY V‘
Date mailed: NEVER
Orderine Info

Quantity: 2

Unit price:

Discount:

Requestor user 1D:

[#] Requisition number:

Segment Information

Parts in set: |:| [ Date mailed:

this wizard
ACQ
TABLE
BEVER e

Acquisitions

Fodm:[ Holding code: “I®
O Automatically display payment fields in funding segments
[0 Automatically display receiving fields in distribution segments
[0 Automatically display loaded field in distribution segments
+%a




To add a basic order:
1. Inthe Acquisitions toolbar, open the Orders group of wizards.

2. Click the Add Basic Order wizard. ﬁ- Add Basic Order

Add Basic Order : Item Search - 0O x
M FREThe= 1 78

Search for: v

Index: Title | rType:

Library: ALL v| | @Keyword
O Browse

current: ® Exact

3.  In the Item Search, identify an existing title to order. If more than one

title displays, select the desired title and click Order This Title.

4.  If the title you want to order does not exist in your library’s catalog,
you have two options:

® (lick the Add Temporary Title helper. You can create a temporary
title record with enough bibliographic information for the
purposes of adding this title to an order. You can later replace this
temporary record with a fully cataloged record. When you finish
entering the bibliographic information click Save. Then click
Order This Title in the next window. Refer to Appendix C for
further information about adding temporary titles.

® C(Click the SmartPort helper to connect to a Z39.50 database. You
can search for and capture (save) a bibliographic record from
another library’s database. Make any modifications to the record
and click Save. Then click Order This Title. Refer to Appendix C
for further information about adding records using SmartPort.

SirsiDynix Symphony Training



) .

NV ) You are also able to use the Vendor Information Port helper to
= add a temporary title if this feature has been purchased and the
policies for it established. See Appendix D for the discussion on

VIP.

_n@/ To skip the process of connecting the order line to a title in the
= catalog, click Skip Iltem Lookup. Use this option when creating
orders for materials not associated with a title record, such as
supplies, equipment, or memberships. A property behavior is
associated with making the Skip Item Lookup button available.

n) . . .
NV In the Behavior tab of the Add Basic Order properties, you can
= have the system not auto-generate order IDs so that you may

type in your own PO number.

5.  Enter the Vendor ID or use the gadget to search for a vendor by name
or ID.

6.  Select the Order Type from the drop-down list.

Add Basic Order : Enter Order Information -

Creating New Order

vendor ID: INGRAM #
Order type:|FIRM v
Fiscal cycle: (2012 v
Library: ARROWOQOD v
Add
‘ Order Cancel

7.  The Fiscal Cycle and Library are populated with values from the
Session Settings wizard. You can modify these values if necessary.

8. Click Add Order.




10.

11.

12.

13.

14.

+%a
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Add Basic Order : Enter Orderdine Information for P0-202; 2012; ARRDWOOD; INGRAM SNER=

L] |

Description: The good dog / Avi / Avi, 1937~

Title info‘ Orderline ‘

Orderline information

Unit price: | |

[0 Sum distribution quantities Material type:| v‘
Quantity: |1 |
ISBN/ISSM: 005360055 |Parts in set: | &3]

Additional Orderline Information

E|ES)
CATALOG#
DESC
INSTRUCT
SHIPTO
NOTE
COMMENT
OPAC_NOTE
COVERAGE

| 0 3 3

. Add
Ordertine (b) Clove @

Enter the Unit Price for the title you are ordering. Type the price for
one copy before discount. It is not necessary to use price symbols,
such as a dollar sign.

Enter the Quantity or number of copies you want to order of this title
or click the Sum distribution quantities box to automatically calculate
the order line quantities.

If necessary, enter the ISBN/ISSN for this title. If the ISBN/ISSN is in
the appropriate field of the bibliographic record in your database, the
system will automatically populate the ISBN/ISSN in this field.

Click on the Material Type drop-down and specify the acquisitions
material type for this order line item if necessary.

Enter any Parts in set information if necessary.

Orderline information

Unit price: |6.99

[JSum distribution quantities Material type:| V‘
Quantity: |2
ISBMN,/TSSN:(005360055 Parts in set: | #

Enter Additional Orderline Information.

® To add information for internal library staff, use the Comment
field.
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15.

16.

17.

18.

19.

Acquisitions

® To add information for the vendor (information you want to print
on the PO), use the Catalog#, Desc, Instruct, Note, or Ship To
fields. In an order for which a bibliographic title is not originally
associated with the order, as with supplies or membership orders,
enter order identification information in the Desc field.

® To add information you want displayed to library patrons in the
OPAC, use the OPAC_Note field.

® To add information you want to use to differentiate the coverage
dates for a subscription when there are multiple orders for the
same title, use the Coverage field.

After you have entered any additional order line information, click
Continue.

Enter the Fund ID for the fund you want to use to pay for this order.
If you set the Fund ID in the property defaults, it displays here. You
can also click the gadget to display a list of funds.

Type the Funded Quantity for each fund if you have multiple fund
segments. Accept the default of ALL if you only have one fund
segment.

Select the Holding Code to use when loading the item records into
your library’s catalog (upon receipt of the titles). The code represents
the library, location, and item type. If you set the Holding code in the
property defaults, it displays here.

Enter the Distributed Quantity for each code if you have multiple
holding code segments. Accept the default of ALL if you only have
one holding code segment.

Add Basic Order ; Enter Fundings and ions PO-202; 2012; 3 INGRAM SEE

w < SE

Description: The good dog / Avi / Avi, 1937-

Title info | Orderline| Segments

0@ PO-202/NEW (2) Fund ID: ARRIF Funded quantity:  |ALL
BBl RRIF (ALL) | i istri i
i BRRIF (G Holding code: ARFICBKIY ~ [# Distributed quantity: ALL

[ d ARFICBKIV (ALL)

To have the system
automatically fill in the
Fund ID and Holding Code
fields, make changes to the
wizard's properties

Cancel || Close (g) ‘

o Add
ontinue | oyederdine (b

+%a
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You can right-click on one of the segments in the tree and a menu
will display letting you place a segment before or after the
selected segment line. You may also use the tools to add
segments but you will not be able to choose where the new
segment will be placed.

20. Click Add Orderline to save the order line information.

Add Basic Order : Order PO-202; 2012; ARROWDOD; INGRAM - o =

B %
M Orderlines|

Total: Orderlines 1; Quantity 2; Amount $13.98

Title Line Quantity Extend... Funding Distribut...

The good dog / Avi, $13.98/ARRIE AREICBKIV

‘ Finish Sg;:n\;oe:r Close
w) ,
N\ If an Unbalanced Segments message appears, you will be
= returned to the Segments tab of the order line. Click Add
Orderline again when you finish modifying the order line or

segments.

The summary window displays. You can do the following to continue
with this order:

® C(Click the Add New Orderline tool if you want to add another title to
this order.

® C(Click the Modify Orderline tool if you want to make changes to an
existing order

® C(lick the Display Orderline tool if you want to view an existing
order line. This tool will not let you make changes to the order
line information.

® (lick the Save Orderline to File tool to save order line data to a file
on your workstation.

® (lick the Display Description tool if you want to view the
bibliographic record attached to an order line.

® (lick the Delete Orderline tool if you want to remove an order line
from the order.

+%a
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If you want to stop working with this order for now, but are not ready
to mark it was ready to go to the vendor, click Save Your Changes to
save the order information. You can continue working with the order
by using the Add Orderlines or the Modify Order wizards.

21.  When you are done working with this order, click Finish to mark the
order as ready to go to the vendor.

Add Basic Order : Mark Order Finished PO-202; 2012; ARROWOOD =) [E
Is this order ready?

Date ready: TODAY v
Date to claim: NEVER
Date to cancel: NEVER

(¢ (¢

Save and Add
Another Order

Save and Close ‘ Close

22.  If necessary, change the Date Ready to something other than the
default TODAY. You can change this to a specific date by typing the
date into the field.

23.  Enter the Date to Claim and Date to Cancel. The system default is
NEVER. If you entered grace days for claiming and cancelling in the
vendor record the system will automatically populate those dates
after you Save and Close. If you did not enter grace days for claiming
and cancelling in the vendor record, you must select a date for the
Date to Claim and Date to Cancel fields or this order will not be
eligible for automated claims and cancellations through reports.

24.  Click Save and Close to end this session or click Save and Add
Another Order to continue working in this session.

For more information about adding basic orders, refer to the
WorkFlows online Help topic “FAQs: Adding a Basic Order.”




Additional Steps for Gift Orders

When creating Gift Orders, you should consider including some of the
following steps:

1. Create a gift or donation fund with an unlimited fund budget to use
on the Orderline Segments tab. Because the Fund ID is a required
field in the order line you will need to have a fund to encumber and
expend against even if you enter a unit price of zero dollars.

2.  Create a single generic donor vendor record. You could also create a
vendor record for the entity or person that is donating the items to
your library if they are a regular donor.

3.  When creating Gift Orders turn on the Automatically Display
Payment Fields in Funding Segments property default to make the
payment field available on the Segments tab.

4.  Within the Segments tab, enter the paid date. Setting the Date Paid
will let you bypass the invoicing process.
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Creating Dated Orders

Dated orders are used for serial publications issued in successive parts,
typically with chronological or numerical designation, over a defined
subscription period. The Add Dated Order wizard is used to create an
order for a subscription or membership materials. Each subscription
order line is linked to a bibliographic record in your library’s catalog.

\».\@// You can set property defaults before using the Add Dated Order
' wizard. When setting these defaults use the 80/20 rule. If eighty
percent of the time you are creating orders during this session
you have a particular setting that will be the same, set it as the
default. The twenty percent of the time the setting is different,
change it from within the specific order window.

@ Add Dated Order : Set Properties

Display property page: © Wizard Startup @ Neveri

Defaults

Search Preferences

Preferred search type:

Set property defaults

to expedite the order
Preferred search index:|PeriodicaI Title ¥ process when using

Item library: | - this wizard

@Keyword OBrowse OExact

Order Basic Info

vendor ID: [EBSCO
Order type: |SUBSCRIPT v
Date ready: [TODAY V‘

Date mailed: NEVER

Orderline Info

Quantity: 1 Bib entries ACQ
Unit price: Discount: TABLE
Requestor user ID: Requisition number;
ODate mailed: NEVER &

Material type:

Days in sub period: renew date:

Segment Information

Fund ID: /ARRSERIALS Holding code: ARSERTAL v[®

[0 Automatically display payment fields in funding segments

(@&

Automatically display receiving fields in distribution segments

Automatically display loaded field in distribution segments
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To add a dated order:

1. Within the Orders group of wizards, click the Add Dated Order wizard.
& add Dated Order

Add Dated Order : Item Search
4t FREvFf == & %%

Search for: | &

Index: Periodical Title A4

Type:
Library: ALL v| | @Keyword
o ) ) . C Browse
Current: Jacobs, Heidi Hayes. -—- Curriculum 21 : essential education ... O Exact

2.  In the Item Search, identify an existing title to order. If more than one

title displays, select the desired title and click Order This Title.

3. If the title you want to order does not exist in your library’s catalog,
you have two options:

® (lick the Add Temporary Title helper. You can create a temporary
title record with enough bibliographic information for the
purposes of adding this title to an order. You can later replace this
temporary record with a fully cataloged record. When you finish
entering the bibliographic information click Save. Then click
Order This Title in the next window. Refer to Appendix C for
further information about adding temporary titles.

® C(Click the SmartPort helper to connect to a Z39.50 database. You
can search for and capture (save) a bibliographic record from
another library’s database. Make any modifications to the record
and click Save. Then click Order This Title. Refer to Appendix C
for further information about adding records using SmartPort.

4.  Enter the Vendor ID or use the gadget to search for a vendor by name
or ID.

9.  Select the Order Type from the drop-down list.
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Add Dated Order : Enter Order Information - g =

Creating New Order

vendor ID: EBSCO 62
Order type: | SUBSCRIPT v
Fiscal cycle: 2012 v
Library: | ARROWOOD v
Add
‘ order H Cancel ‘

6.  The Fiscal Cycle and Library are populated with values from the
Session Settings wizard. You can modify these values if necessary.

m@}) In the Behavior tab of the Add Dated Order properties, you can
= have the system not auto-generate order IDs so that you may
type in your own PO number.

7. Click Add Order.

Add Dated Order : Enter Orderline Information for P0-203; 2012; ARROWOOD; EBSCO SE=

TR

Description: Healthcare distributor

Title info Orderline‘

I

Orderline information

Unit price: \
[0Sum distribution quantities Material type: ‘ v|
Quantity: 1
ISBN/ISSN: 1096-9160
Days in sub period: 365 Renewal date: \NEVER \

Additional Orderline Information

C46¢)
CATALOG#
DESC
INSTRUCT
SHIPTO
NOTE
COMMENT
OPAC_NOTE
COVERAGE

R L L 3

. Add
Orderine (b) flose (@

8.  Enter the Unit Price for the title you are ordering. Type the price for
one copy before discount. It is not necessary to use price symbols,
such as a dollar sign.

. .. o‘-




10.

11.

12.

13.

14.

Enter the Quantity or number of copies you want to order of this title.
The quantity entered represents the total number of subscriptions not
the number of issues in the subscription.

Click on the Material Type drop-down and specify the acquisitions
material type for this order line item if necessary

If necessary, enter the ISBN/ISSN for this title. If the ISBN/ISSN is in
the appropriate field of the bibliographic record in your database the
system will automatically populate the ISBN/ISSN in this field.

Type the Days in Sub Period, which is the number of days the
subscription or membership covers. This is a required field.

Type a Renew Date or use the gadget to select the date the
subscription or membership will need to be renewed. You can use
NEVER as the Renewal Date. This is a required field and cannot be
left blank.

Orderline information

Unit price: 79.00
[0 Sum distribution quantities Material type: v
Quantity: 1
ISBN/ISSN: 1096-9160
Days in sub period: 365 Renewal date: 01/02/2012 (€2

Dated Orders are renewed using the Rollover Dated Orders
report or the Duplicate Order wizard. The Rollover Reports are
usually run toward the end of the fiscal cycle. If you need to
renew an order within the current fiscal cycle (i.e. six month
subscription), use the Duplicate Orders wizard.

Enter Additional Orderline Information.

® To add information for internal library staff, use the Comment
field.

® To add information for the vendor (information you want to print
on the PO), use the Catalog#, Desc, Instruct, Note, or Ship To
fields. In an order for which a bibliographic title is not originally
associated with the order, as with supplies or membership orders,
enter order identification information in the Desc field.

® To add information you want displayed to library patrons in the
OPAC use the OPAC_Note field.

® To add information you want to use to differentiate the coverage
dates for a subscription when there are multiple orders for the
same title, use the Coverage field.
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15.  After you have entered any Additional Orderline Information, click
Continue.

16.  Enter the Fund ID for the fund you want to use to pay for this order.
If you set the Fund ID in the property defaults, it displays here. Or
click the gadget to display a list of funds.

17. Type the Funded Quantity for each fund if you have multiple fund
segments. Accept the default of ALL if you only have one fund
segment.

@/ If your library has a prepay contract with a vendor use the
Automatically Display Payment Fields in Funding Segments
property default to make the payment field available on the
Segments tab.

18.  Select the Holding Code to use when loading the item records into
your library’s catalog (upon receipt of the titles). The code represents
the library and location, and item type. If you set the Holding code in
the property defaults, it displays here

19.  Enter the Distributed Quantity for each code if you have multiple
holding code segments. Accept the default of ALL if you only have
one holding code segment.

Add Dated Order : Enter Fundings and Distil PO-204; 2012; ARROWOOD; EBSCO

W o

Description: Healthcare distributor

Title info| Orderline | Segments

D@ PO-204/NEW (1) Fund ID: ARRSERIALS Funded quantity:  [ALL
i ARREERIALS (L) Holding code: ARSERIAL v |#] Distributed quantity: ALL

[ # ARSERTAL (ALL)

Add

Orderline (b) || “ancel

Continue

Close (g) ]

20. Click Add Orderline.

+%a
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Add Dated Order : Order PO-204; 2012; ARROWOOD; EBSCOD = @

B®
M Ordetines ‘

Total: Orderlines 1; Quantity 1; Amount $79.00

Titde Line Quantity Extend... Funding Distribu...

Healthcare distributor. $79.00/ARRSERT... |[ARSERTAL

Finish Sca::n\;%zr Close
21. The summary window displays. You can do the following to continue

with this order:

® (lick the Add New Orderline tool if you want to add another title to
this order.

® (Click the Modify Orderline tool if you want to make changes to an
existing order line.

® (lick the Display Orderline tool if you want to view an existing
order line. This tool will not let you make changes to the order
line information.

® (lick the Save Orderline to File tool to save order line data to a file
on your workstation.

® C(lick the Display Description tool if you want to view the
bibliographic record attached to an order line.

® (lick the Delete Orderline tool if you want to remove an order line
from the order.

If you want to stop working with this order for now, but are not ready
to mark it as ready to go to the vendor, click Save Your Changes to
save the order information. You can continue working with the order
by using the Add Orderlines or the Modify Order wizards.

22.  When you are done working with this order, click Finish to mark the
order as ready to go to the vendor.

+%a
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Add Dated Order : Mark Order Finished POD-204; 2012; ARROWODOD = G

Is this order ready?

Date ready: TODAY v
Date to claim: NEVER
Date to cancel: NEVER

Save and Add
Another Order

‘ Save and Close ‘ Close

23.  If necessary, change the Date Ready to something other than the
default TODAY. You can change this to a specific date by typing the
date into the field.

24.  Enter the Date to Claim and Date to Cancel. The system default is
NEVER. If entered grace days for claiming and cancelling in the
vendor record the system will automatically populate those dates
after you Save and Close. If you did not enter grace days for claiming
and cancelling in the vendor record, you must select a date for the
Date to Claim and Date to Cancel fields or this order will not be
eligible for automated claims and cancellations through reports.

25.  Click Save and Close to end this session or click Save and Add
Another Order to continue working in this session.




Creating Recurring Orders

—~
Q)

+%a
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The Add Recurring Order wizard is used to create an order with multiple
receipts that are not predetermined. A recurring order is always open,
with no known end date at the time you place the order.

You can set up an agreement with a vendor to ship items without a
specific title (blanket order type). Irregular serials and many annual
publications are frequently purchased by standing orders, with the
vendor sending volumes to the library whenever published (standing
order type). Some publishers offer special discounts if a library purchases
a monographic series as a standing order, rather than as individual
volumes (mono-series order type). Since there is no predictable
publication schedule for the volumes, they cannot be paid for in advance
as a subscription.

You can set property defaults before using the Add Recurring
Order wizard. When setting these defaults use the 80/20 rule. If
eighty percent of the time you are creating orders during this
session you have a particular setting that will be the same, set it
as the default. The twenty percent of the time the setting is
different, change it from within the specific order window.

M add Recurring Order : Set Properties \

Display property page: O Wizard Startup ® Never,

Defaults r Set property defaults
to expedite the order
process when using
Preferred search type: this wizard

@ Keyword CBrowse OExact

Search Preferences

Preferred search index: | Title b

Item library: V‘

Order Basic Info

Vendor ID: [
Order type: 3
Date ready: TODAY v
Date mailed: NEVER |

Orderline Info

Quantity: 1 Bib entries ACQ [#)
Discount: TABLE

Requestor user ID: Requisition number:\ |
Parts in set: \ [®) CDate mailed: I |&

Segment Information

Fund ID:| [#]Holding code:| \'|
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Creating a Standing Order

A standing order represents an order with a vendor for a specific title,
which has periodic updates. An example would be frequently updated
reference material, such as the Supreme Court Reporter.

To add a standing order:

1. Within the Orders group of wizards, click the Add Recurring Order

. @ fdd Recurring Order
wizard.

Add Recurving Order : Item Search

A Bl fae= ¢ 5.4

Search for: v

Index: Tide v [Type:

Library: ALL ® Keyword
O Browse

Current: Andrzejewski, Julie, 1945... --- Social justice, peace, and ... OExact

2.  In the Item Search, identify an existing title to order. If more than one

title displays, select the desired title and click Order This Title.

3.  If the title you want to order does not exist in your library’s catalog,
you have two options:

® C(Click the Add Temporary Title helper. You can create a temporary
title record with enough bibliographic information for the
purposes of adding this title to an order. You can later replace this
temporary record with a fully cataloged record. When you finish
entering the bibliographic information click Save. Then click
Order This Title in the next window. Refer to Appendix C for
further information about adding temporary titles.




® C(Click the SmartPort helper to connect to a Z39.50 database. You
can search for and capture (save) a bibliographic record from
another library’s database. Make any modifications to the record
and click Save. Then click Order This Title. Refer to Appendix C
for further information about adding records using SmartPort.

Enter the Vendor ID or use the gadget to search for a vendor by name
or ID.

Select the Order Type from the drop-down list.

Add Recurring Order : Enter Order Information = =

Creating New Order

Dol
i

Vendor ID: INGRAM

N_r‘
Order type: STANDING v
Fiscal cycle: 2012 v
Library: ARROWOOD v

Cancel

Add
Order

The Fiscal Cycle and Library are populated with values from the
Session Settings wizard. You can modify these values if necessary.

In the Behavior tab of the Add Dated Order properties, you can
have the system not auto-generate order IDs so that you may
type in your own PO number.

Click Add Order.

SirsiDynix Symphony does not let you encumber funds for
recurring orders. To work around this, create a fund for standing
orders and set the budgeted amount as the amount you would
normally encumber for all of your standing order agreements.

Enter the Quantity or number of copies you want to order of this title
or click the Sum distribution quantities box to automatically calculate
the order line quantities.

Click on the Material Type drop-down and specify the acquisitions
material type for this order line item if necessary.
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10. 1f necessary, enter the ISBN/ISSN for this title. If the ISBN/ISSN is in
the appropriate field of the bibliographic record in your database the
system will automatically populate the ISBN/ISSN in this field.

Add Recurring Order : Enter Orderline Information for PO-205; 2012; ARROWOOD; INGRAM S

RS ] |

Description: The Merck manual of diagnosis and therapy / Berkow, Robert, 1929- ‘

Title info Orderline

Orderline information

Unit price:

O sum distribution quantities Material type: v
Quantity: 1
ISBN/ISSN: 0911910166 Parts in set:

Additional Orderline Information

)
CATALOG#
DESC
INSTRUCT
SHIPTO
NOTE
COMMENT
OPAC_NOTE
COVERAGE

< |0 |08 L (] | <

. Add
Orderine (b) Close (@)

11. Enter Additional Orderline Information.

® To add information for internal library staff, use the Comment
field.

® To add information for the vendor (information you want to print
on the PO), use the Catalog#, Desc, Instruct, Note, or Ship To
fields. In an order for which a bibliographic title is not originally
associated with the order, as with supplies or membership orders,
enter order identification information in the Desc field.

® To add information you want displayed to library patrons in the
OPAC use the OPAC_Note field.

® To add information you want to use to differentiate the coverage
dates for a subscription when there are multiple orders for the
same title, use the Coverage field.

12.  After you have entered any Additional Orderline Information, click

Continue.

13.  Enter the Fund ID for the fund you want to use to pay for this order.
If you set the Fund ID in the property defaults, it displays here. Or
click the gadget to display a list of funds.

+%a
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14.  Type the Funded Quantity for each fund if you have multiple fund
segments. Accept the default of ALL if you only have one fund
segment.

15.  Select the Holding Code to use when loading the item records into
your library’s catalog (upon receipt of the titles). The code represents
the library and location, and item type. If you set the Holding code in
the property defaults, it displays here.

16.  Enter the Distributed Quantity for each code if you have multiple
holding code segments. Accept the default of ALL if you only have
one holding code segment.

Add Recurring

w < S E

Enter Fundings and Distributions P0-205; 2012; ARROWOOD; INGRAM BEE

Description: The Merck manual of diagnosis and therapy / Berkow, Robert, 1929- ‘

Title info Orderline‘ Segments‘

O® PO-205/NEW (1) |Fund TD: JARRNF |® Funded quantity:  ALL |
BRRENARRE (ALL) | Holding code:\ARNFBK v\ Distributed quantity: ALL |

[ & ARNFBK (ALL)

To have the system
automatically fill in the
Fund ID and Holding Code
fields, make changes to the
wizard's properties

i~
(2

Add
Orderine (b)

Continue Cancel ’ Close (g) ‘

17. Click Add Orderline.

Add Recurring Order : Order PO-205; 2012; ARROWOOD; INGRAM = E

B 6
M 0rderlines|

Total: Orderlines 1; Quantity 1; Amount $0.00

Title Line Quant... Exten... Funding Distri...

The Merck manual of diagnosis a... $0.00[ARRNF

Save Your

‘ Finish H Changes

‘ Close

+%a
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18. The summary window displays. You can do the following to continue
with this order:

® (Click the Modify Orderline tool if you want to make changes to an
existing order line.

® C(lick the Display Orderline tool if you want to view an existing
order line. This tool will not let you make changes to the order
line information.

® (lick the Save Orderline to File tool to save order line data to a file
on your workstation.

® (lick the Display Description tool if you want to view the
bibliographic record attached to an order line.

® (lick the Delete Orderline tool if you want to remove an order line

from the order.
Ed

If you want to stop working with this order for now, but are not ready
to mark it was ready to go to the vendor, click Save Your Changes to
save the order information. You can, continue working with the order
by using the Modify Order wizard later.

You cannot add additional order lines to a standing order.

19.  When you are done working with this order, click Finish to mark the
order as ready to go to the vendor.

Add Recurring Order : Mark Order Finished PD-205; 2012; ARROWOOD = O
Is this order ready?

Date ready: TODAY v
Date to claim: NEVER
Date to cancel: NEVER

(¢ (¢

Save and Add

Another Order Close

‘ Save and Close

20.  If necessary, change the Date Ready to something other than the
default TODAY. You can change this to a specific date by typing the
date into the field.

+%a
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21.

22.

Enter the Date to Claim and Date to Cancel. The system default is
NEVER. If you entered grace days for claiming and cancelling in the
vendor record the system will automatically populate those dates
after you Save and Close. If you did not enter grace days for claiming
and cancelling in the vendor record, you must select a date for the
Date to Claim and Date to Cancel fields or this order will not be
eligible for automated claims and cancellations through reports.

Click Save and Close to end this session or click Save and Add
Another Order to continue working in this session.
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Creating a Blanket Order

A blanket order is used when you plan with a vendor to send titles, but
do not know the titles at the time of the order. An example would be
large print titles from Thorndike Press.

To add a blanket order:

1. Within the Orders group of wizards, click the Add Recurring Order
@ &dd Recurring Crder

wizard.

Add Recurring Order : Item Search = =

H Al fae= & 54

Search for: | v

Index: Title v| rType:

Library: ALL v | @Keyword
. O Browse

Current: Murphy, Sean P., 1970- --- Academic cultures : p... OExact

/

[Skip Item L‘c%kup]
2.  Click Skip Item Lookup.
3.  Enter the Vendor ID or use the gadget to search for a vendor by name
or ID.

4.  Select the Order Type from the drop-down list.

o . . .
N > In the Behavior tab of the Add Recurring Order properties, you
= can have the system not auto-generate order IDs so that you
may type in your own PO number.

+%a
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Add Recurring Order : Enter Order Information = O =

Creating New Order

vendor ID: THORNDIKE [:2
Order type: | BLANKET v
Fiscal cycle: |2012 v
Library: ARROWOQD v
Add
‘ Order Cancel ‘

5.  The Fiscal Cycle and Library are populated with values from the
Session Settings wizard. You can modify these values if necessary.

6. Click Add Order.

Add Recurving Order : Enter Ordedine Information for PO-206; 2012; ARROW D0 OD; THORNDIKE = E

i &
M Orderline

Orderline information

I'>

Unit price:

[ Sum distribution quantities Material type:| V‘

Quantity: |1
ISBN/ISSN: Parts in set: | ®

Additional Orderline Information

CATALOG# ol
DESC ~|
INSTRUCT |
SHIPTO ol
NOTE ol
COMMENT Ml
OPAC_NOTE |
COVERAGE “| |

. Add
Orderfine (b) Slose @

7.  On the Orderline tab, enter a Quantity and any necessary Additional
Orderline Information.

Since the order is not connected to a bibliographic record, use the
DESC field to record information about this blanket order.

8.  Click Continue.

+%a
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9.  Enter the Fund ID for the fund you want to use to pay for this order.
If you set the Fund ID in the property defaults, it displays here. Or
click the gadget to display a list of funds.

10. Type the Funded Quantity for each fund if you have multiple fund
segments. Accept the default of ALL if you only have one fund
segment.

11.  Select the Holding Code to use when loading the item records into
your library’s catalog (upon receipt of the titles). The code represents
the libraryand location, item type, and item categories. If you set the
Holding code in the property defaults, it displays here.

12.  Enter the Distributed Quantity for each code if you have multiple
holding code segments. Accept the default of ALL if you only have
one holding code segment.

Add Recurring Order : Enter Fundings and Distributions P0-206; 2012; ARROWOOD; THORNDIKE SEE

i SE
Title info| Orderline| Segments

O§ PO-206/NEW (1) Fund ID: ARRFIC Funded quantity:  ALL

ENSINARRFIC (ALL) i ) und .
" []4s ARFICBK (ALL) Holding code: ARFICBK v |#] Distributed quantity: ALL

Add

Continue | argerline (b)

Cancel

Close (a) ]

13. Click Add Orderline.

14. The summary window displays. You can do the following to continue
with this order:

® C(Click the Modify Orderline tool if you want to make changes to an
existing order line.

® (Click the Display Orderline tool if you want to view an existing
order line. This tool will not let you make changes to the order
line information.

® (Click the Save Orderline to File tool to save order line data to a file
on your workstation.

+%a
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® (lick the Display Description tool if you want to view the
bibliographic record attached to an order line.

® (lick the Delete Orderline tool if you want to remove an order line

from the order.
(o) (5] (@ [wo) %]

If you want to stop working with this order for now, but are not ready
to mark it as ready to go to the vendor, click Save Your Changes to
save the order information. You can continue working with the order
by using the Modify Order wizard later.

You will add order lines to a Blanket order during receipt, as
discussed later in this training guide.

15. When you are done working with this order, note the Order ID. This
will be important to know for receiving blanket orders.

Add Recurring Order : Order PO-206; 2012; ARROWOOD; THORNDIKE - O x

B®
M Orderlines|

Total: Orderlines 1; Quantity 1; Amount $0.00

Title Line Quantity Exten... Funding Distrib...

If the system auto-generated
an Order ID, make note of it
for receiving your blanket
orders

Save Your
Changes

Close

‘ Finish

16.  Click Finish to mark the order as ready to go to the vendor.

+%a
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Add Recurring Order : Mark Order Finished PO-206; 2012; ARROWOODD = EH X

Is this order ready?

Date ready: TODAY v
Date to claim: NEVER
Date to cancel: NEVER

(¢ (¢]

Save and Add

Another Order || Save and Close

‘ Close

17.  If necessary, change the Date Ready to something other than the
default TODAY. You can change this to a specific date by typing the
date into the field.

18.  Enter the Date to Claim and Date to Cancel. The system default is
NEVER. If you entered grace days for claiming and cancelling in the
vendor record the system will automatically populate those dates
after you Save and Close. If you did not enter grace days for claiming
and cancelling in the vendor record, you must select a date for the
Date to Claim and Date to Cancel fields or this order will not be
eligible for automated claims and cancellations through reports.

19. Click Save and Close to end this session or click Save and Add
Another Order to continue working in this session.




Additional Order Lines

The Add Orderlines wizard will allow you to add additional order lines to
an existing order. If you have closed out of your initial order window,
you can use this wizard to go back into the order and continue adding

order lines.

@/ Symphony does not let you use the Add Orderlines wizard to add

contain one pattern order line.

order lines to a Recurring Order. Recurring orders can only

To add order lines to an existing order:

1. Within the Orders group of wizards, click the Add Orderlines wizard.

% add Orderlines

2.  Identify an existing order to which you want to add order lines. If
more than one record displays, select the one you want, and click Add
Orderlines.

3.  The Item Search window opens over the Add Orderlines window so

you can immediately search for the title you want to add to this order.

Add Orderlines : Add Orderfines P0-202; 2012; ARROWOOD; INGRAM

[

Order| Orderlines

Total: Orderlines 1; Quantity 2; Amount $13.98
(B i reeriees : e Setrch
Title #4 [ R [l == G F oF

search for: |

Index: Title

Library: ALL

Current: Avi, 1937- —— The good dog / Avi. -——- JF AVI --- ID:30947000238648

- o=

v

v rType:

v | ®@Keyword
OBrowse
O Exact

Skip Item Lookup

Close

Save Your

Finish IChanges (m) Close

4.  Inthe Item Search, identify an existing title to order. If more than one
title displays, select the desired title and click Order This Title.

S.  If the title you want to order does not exist in your library’s catalog,
you have two options:
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® (lick the Add Temporary Title helper. You can create a temporary
title record with enough bibliographic information for the
purposes of adding this title to an order. You can later replace this
temporary record with a fully cataloged record. When you finish
entering the bibliographic information click Save. Then click
Order This Title in the next window. Refer to Appendix C for
further information about adding temporary titles.

® C(Click the SmartPort helper to connect to a Z39.50 database. You
can search for and capture (save) a bibliographic record from
another library’s database. Make any modifications to the record
and click Save. Then click Order This Title. Refer to Appendix C
for further information about adding records using SmartPort.

Enter the Unit Price for the title you are ordering. Type the price for
one copy before discount. It is not necessary to use price symbols,
such as a dollar sign.

Enter the Quantity or number of copies you want to order of this title
or click the Sum distribution quantities box to automatically calculate
the order line quantities.

If necessary, enter the ISBN/ISSN for this title. If the ISBN/ISSN is in
the appropriate field of the bibliographic record in your database the
system will automatically populate the ISBN/ISSN in this field.

Click on the Material Type drop-down and specify the acquisitions
material type for this order line item if necessary.

If necessary, enter any Parts in set information.

+%a
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11.

12.

13.

14.

Description: Judy Moody gets famous! / Megan McDonald ; illustrated by Peter Reynolds / McDonald,
Megan.

Title info | Orderline

Orderline information

Unit price: 12,98

O sum distribution quantities Material type: v
Quantity: 2
ISBN/ISSN: 0763619310 Parts in set:
Additional Orderline Information
CATALOG# [
DESC v
INSTRUCT ol
SHIPTO v
NOTE [
COMMENT v
OPAC_NOTE v
COVERAGE vl

. Add
Orderine (b) ose (@)

Enter Additional Orderline Information.

® To add information for internal library staff, use the Comment
field.

® To add information for the vendor (information you want to print
on the PO), use the Catalog#, Desc, Instruct, Note, or Ship To
fields. In an order for which a bibliographic title is not originally
associated with the order, as with supplies or membership orders,
enter order identification information in the Desc field.

® To add information you want displayed to library patrons in the
OPAC use the OPAC_Note field.

® To add information you want to use to differentiate the coverage
dates for a subscription when there are multiple orders for the
same title, use the Coverage field.

After you have entered any Additional Orderline Information, click
Continue.

Enter the Fund ID for the fund you want to use to pay for this order.
If you set the Fund ID in the property defaults, it displays here. Or
click the gadget to display a list of funds.

Type the Funded Quantity for each fund if you have multiple fund
segments. Accept the default of ALL if you only have one fund
segment.
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15.  Select the Holding Code to use when loading the item records into
your library’s catalog (upon receipt of the titles). The code represents
the library and location, item type, and item categories. If you set the
Holding Code in the property defaults, it displays here.

16.  Enter the Distributed Quantity for each code if you have multiple
holding code segments. Accept the default of ALL if you only have
one holding code segment.

WY SE

Description: Judy Moody gets famous! / Megan McDonald ; illustrated by Peter Reynolds / McDonald,
Megan.

M Orderline|

Orderline information

1>

Unit price:  [12.98 |

[0Sum distribution quantities Material type:| v‘
Quantity: |2 |
ISBN/ISSN: 0763619310 |Partsin set: | ®
Additional Orderline Information
&4
CATALOG# |
DESC ll
INSTRUCT ol
SHIPTO ol
NOTE all
COMMENT all
OPAC_NOTE ol
COVERAGE ol

. Add
Orderine (b) Close (@

17. Click Add Orderline.

Add Ordedines : Order PO-202; 2012; ARRDWODOD; INGRAM

Be®
M Orderlines|

Total: Orderlines 2; Quantity 4; Amount $39.94

() ) =) &) (& [ =]

Title Line Quantity Extend... Funding Distribu..
The good dog / Avi. 2 $13.98 ARRIF ARFICBKIV

Judy Moody gets famous! / Me.. _— $25.96/ARRIF ARFICBKIV

Save Your

‘ Finish H Changes (m)

‘ ‘ Close




18. The summary window displays. You can do the following to continue
with this order:

® (lick the Add New Orderline tool if you want to add another title to
this order.

® C(Click the Duplicate Orderline tool if you want to duplicate existing
order lines and create new order lines on the current order

® C(Click the Modify Orderline tool if you want to make changes to an
existing order

® (lick the Display Orderline tool if you want to view an existing
order line. This tool will not let you make changes to the order
line information.

® (lick the Save Orderline to File tool to save order line data to a file
on your workstation.

® (lick the Display Description tool if you want to view the
bibliographic record attached to an order line.

® (lick the Delete Orderline tool if you want to remove an order line
from the order.

19.  If you want to stop working with this order for now, but are not ready
to mark it as ready to go to the vendor, click Save Your Changes to
save the order information. You can continue working with the order
by using this same wizard or with the Modify Order wizard.

20.  When you are done working with this order, click Finish to mark the
order as ready to go to the vendor.

Add Ordedines : Mark Order Finished PO-202; 2012; ARROWODOD =15

Is this order ready?

Date ready: TODAY v
Date to claim: NEVER
Date to cancel: NEVER

Save and Add Orderline
to Another Order

‘ Save and Close ‘ Close

21.  If necessary, change the Date Ready to something other than the
default TODAY. You can change this to a specific date by typing the
date into the field.
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22.  Enter the Date to Claim and Date to Cancel. The system default is
NEVER. If you entered grace days for claiming and cancelling in the
vendor record the system will automatically populate those dates
after you Save and Close. If you did not enter grace days for claiming
and cancelling in the vendor record, you must select a date for the
Date to Claim and Date to Cancel fields or this order will not be
eligible for automated claims and cancellations through reports.

23. Click Save and Close to end this session or click Save and Add
Another Order to continue working in this session.

Working with Orderline Segments

A segment is a special part of an order line record that allows you to
adjust the order line to your specific needs for paying for the order or
distributing the materials when it arrives. A segment can never exist by
itself, but must be attached to an order line record. Segments are not only
attached to the order line record, but are also attached to each other.
There are different kinds of segments, and each kind has different fields.
Every line item (order line) record may have one or more funding,
distribution, claim, and/or cancel segments.

For more information about working with order line segments,
refer to the WorkFlows online Help topic “FAQs: Working with

Orderline Segments.”

Adding Fund Clusters

You can use the Add Funding/Distribution Cluster tool to create new
funding and add distribution segments. Most small libraries will order
copies from a single fund with a single distribution. The default segment
created for new orders supports this funding/distribution scenario.
However, the following steps will demonstrate how to add a

fund/ distribution cluster in addition to the default.

To add a fund cluster:
1.  Within the Orderline tab of an order line using one of the order

wizards, enter the Unit Price, Quantity, and any other necessary
information.




+%a

U

Add Orderfines : Enter OrdeHine Information for PO-202; 2012; ARROWOOD; INGRAM EE

WY SH

Description: wonderstruck / Selznick, Brian.

Title info‘ Orderline‘

Orderline information

Unit price: 29,99 |

[0 Sum distribution quantities Material type:| v‘
Quantity: 2 |
ISBN/ISSN: (9780545027892 |Parts in set: | €3]

Additional Orderline Information

A6
CATALOG#
DESC
INSTRUCT
SHIPTO
NOTE
COMMENT
OPAC_NOTE
COVERAGE

S LS |

. Add
Ordertine (b) Glose (@)

2. Click Continue.

N\ } To modify an existing funding/distribution segment, first remove
= the segment using the Delete a Segment tool.

3.  Click the Add a Funding/Distribution Cluster tool. You may also
press the Alt key and the number 1 to achieve the same results.

Add Ordetines : Add a Funding /Distribution Cluster(s) - =
Number of fundings: 1 Funding: ‘Single Funding v|
Number of splits per funding: Split funding:

Number of distributions per funding: 1 Distribution: ‘Holding Distribution V|

You can control the position of new funding clusters and
distributions by right-clicking on a funding/distribution in the
segment tree and making a selection from the shortcut menu.
You can also select a funding/distribution and press SHIFT + F10.
Refer to page 99 of this training guide for additional information.

4.  The field values depend on the type of funding/ distribution cluster
you are creating:

® Select a Funding type, either Single Funding or Multiple Funding,

and type the Number of Fundings, which means how many fund
lines do you want to add.
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® Select a Split Funding type (only if you selected Multiple
Funding), either Amount Split or Percentage Split, and type the
Number of Splits per Funding.

® Select a Distribution type, either Holding Distribution or Use
Distribution, and enter the Number of Distributions.

5. Click OK.

Add Ordedinas : Enter Fundi d Di: PO0-202; 2012; ARROWODOD; INGRAM

WyRE

Description: Wonderstruck / Selznick, Brian. |

Title info Orderline‘ Segments‘

os PO-202/NEW (2) Fund ID: [®  Funded quantity:
¥ ;Ediribution Holding code:‘ V‘ Distributed quantity:
= O (ALL)
L Ode(ALL) Fund ID: Funded quantity: ALL
Holding code:‘ V‘ Distributed quantity: ALL
< RS b
Continue Ordeéllijr?e by ] Cancel Close (d) ‘
6.  In the segment editor pane, select values for the segment fields
according to the type of funding/distribution segment you are
creating.

7.  Click Add Orderline or Save Your Changes depending on the wizard
you are using.




Adding a Single Copy—Funding Split by Amount or Percentage

When purchasing expensive materials, libraries may want to split the cost
across multiple funds, either by amount or percentage.

To create a single copy fund split by amount or
percentage:

1.  Within the Orderline tab of an order line using one of the order
wizards, enter the Unit Price, a Quantity of 1, and any other necessary
information.

Title info| Orderline |

Orderline information

Unit price: 600,00 |

[ Sum distribution quantities Material type:| V‘
Quantity: |1 |
ISBN/ISSN: | Parts in set: | ®

2.  Click Continue.
3. Select the check box next to the current funding/distribution segment.

4.  Click the Delete a Segment tool.

Title info Drderline| Segments |_

@lelPO-207 /NEW (1)
= Ei- (ALL)
-2 (ALL)

Title info Drderline| Segment5|_

BL&lPO-207 /NEW (1)

5.  Click the Add a Funding/Distribution Cluster tool or press Alt+1.

6.  In the Number of Funding field, type the number of funds to share
the cost.

7.  Using the Funding drop-down, select Multiple Funding.
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Add Basic Order : Add a Funding / Distribution Cluster(s) SEE

Number of fundings: 1| Funding: Multiple Funding v
Number of splits per funding: 2| Split funding: |Percentage Split v
Number of distributions per funding: 1| Distribution: |Holding Distribution v

8.  Verify that “2” is set for the Number of Splits per Funding, and select
either Amount Split or Percentage Split from the Split Funding list.

Add Basic Order : Add a Funding /Distribution Cluster(s) —E
Number of fundings: 1 Funding: Multiple Funding v
Number of splits per funding: 2 Split funding: |Percentage Split v
Number of distributions per funding: 1 Distribution:

' Amount Split
Percentage Split

9.  Verify the value of 1 for Number of Distributions Per Funding, and
verify that Holding Distribution is in the Distribution drop-down.

10. Click OK.
11. In the Funded Quantity field, enter the value of 1.

12.  Enter the first Fund ID for the fund you want to use to pay for this
order.

13.  Enter the Amount or Percentage.

14. Enter the second Fund ID for the fund you want to use to pay for this
order.

15.  If you are using an Amount split, verify that REST is in the second
Amount field. If you are using a Percentage split, enter the second
percentage amount.

R . .
N You are required to designate one fund as a "REST" fund. A fund
with this designation will absorb any increases in costs as items
are received and invoiced.

16.  Select the Holding Code to use when loading the item records into
your library’s catalog (upon receipt of the titles).
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[ Tile info| Orderline| Segments|

O®PO-207/NEW (1) Fund ID: Multiple Funded quantity: 1

= DE Fund ID: ELECTRONICRES @ [Amount: 350.00 |
O& i;i%zi?’:ﬁg?sis( Fund ID: ARRSERIALS |l@ Amount: REST
& ARRREFBKJ (1) Holding code: ARRREFBKJ v|@ Distributed quantity: |1

This is an
example of an
Amount split

£ 3%
) Add
Continue Orderline (b) Cancel Close (@) ‘
Title info Orderline‘ Segments|
He P‘O—20/2 (1) = Fund ID: Multiple Funded quantity: 1
“ DE’ D/ FundID:  |ARRSERIALS @ [Percent: a5 ]
- [1% ARRREF (55%) |rundID:  ARRREF [® |Percent: 55 |
- Ods ARREFBK (1) Holding code: ARREFBK v Bl Distributed quantity: |1

This is an example of
a Percentage split

B
2
=

Continue Cancel

Add
Orderline (b)

’ Close (g) ‘

17. Click Add Orderline or Save Your Changes depending on the wizard
you are using.

You can use the Add an Additional Split tool to add another split
to an existing funding segment.

For more information about working with funding segments, refer
to the WorkFlows online Help topic “FAQs: Working with Funding
Segments.”
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Adding a Holding Distributions

You can use the Add a Holding Distribution tool to create another holding
distribution for an order line or right-click on the existing Holding code
in the tree.

To add a holding distribution:

1. Within the Orderline tab of an order line using one of the order
wizards, enter the Unit Price, a Quantity, and any other necessary
information.

2. Click Continue.

3.  Click the Add a Holding Distribution tool. You can also right-click on
the existing Holding code to add a new one before or after it.

Title info Orderline| Segments|

() e8| & )) &) 65 (@) B

0 g FO_IQS/N(EW ()2) Fund ID: ‘ARRNF \ Funded guantity: \ALL—
=} - ARRNF (ALL . ) o ) ’—
R EE 4ARNFBK Holding code: ARMFBK ~[®| Distributed quantity: ALL -

Add a Funding/Distribution Cluster(s) Before «-
Add a Funding/Distribution Cluster(s) After csiee
Add a Holding Distribution Before e
Add a Holding Distribution After CHl+ i+

Right-
click for
the menu

Change Distribution Type aey

T orderine (B) [T T

A new holding distribution appears as the distribution in the selected
funding/ distribution cluster.

Title info Orderline‘ Segments‘

O®PO-195/NEW (2) |Fund ID: ARRNF @ Fundedquantitys AL
= O ARRNF (ALL) i % R Al
Ol & ARNFBK (ALL] Holding code: ARNFBK ~[#] Distributed quantity: ALL

= O & NSV  Holding code: Distributed quantity:

A distribution always appears below the funding that “owns” the
distribution. Also, within each funding/distribution segment, the
total distributed quantity should equal the total funded quantity.
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4.  Inthe new Holding Code field, select a holding code from the drop-
down.

5.  Inthe new Distributed Quantity field, type the quantity to be
distributed.

6.  Adjust other distributed quantity values as required.

Fund ID: ARRNF [# [Funded quantity:  |ALL |
Holding code: | ARMNFBK v [®]Distributed quantity: |1 |
Holding code: | FEWNFBK v [#]Distributed quantity: |1 |

7.  Click Add Orderline or Save Your Changes depending on the wizard
you are using.

For more information about working with distribution segments,
refer to the WorkFlows online Help topic “FAQs: Working with

Distribution Segments.”
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Positioning Fundings/Distributions on the Segments Tab

When creating fundings and distribution segments for orders, sometimes
it is desirable to control the order of fundings, and within each funding,
to control the order of distributions. Libraries that have many fundings
and distributions per order may prefer to maintain segments in
alphabetical or some other locally-defined order. It is possible to insert
new funding/distribution clusters and new distributions in a precise
position by using one of two methods.

® Use the right-click method on a funding/distribution in the
Segment tree and select a position from the shortcut menu.

® Select a funding/distribution in the Segment tree, press SHIFT+F
10, and select a position from the shortcut menu.

Title info | Orderline Segments r )
- s Right-click on the
funding/distributionin |
O#®PO-219/1 (1) the Segment tree Funded quantity:
= O+ ARRIF (1) 1
O =

Add a Funding/Distribution Cluster(s) Before «-
Add a Funding/Distribution Cluster(s) After st yantity:

Add a Holding Distribution Before carle
Add a Holding Distribution After Colashiten
Change Distribution Type o

Using a shortcut method, you can do the following:

® [Insert a new funding/distribution cluster
® [Insert a new distribution

® Change a distribution type

/)

/A For more information about positioning fundings/distributions on

= the Segment tab, refer to the WorkFlows online Help topic
“Positioning Fundings/Distributions on the Segments Tab.”

. .. o‘-




Applying a Fixed Discount to an Order

1.
2.

If the vendor applies a fixed discount to ordered items, the Session
Settings wizard will allow you to display the discount field in the
Orderline tab.

To establish a fixed discount in an order:

] Report Sessi
Click the Session Settings wizard. ] REpOrt wEssion

Within the Display Preferences area, select the Specify Discount in
Order check box and click OK.

Display Preferences

[JOrder in Foreign Currencies Specify Discount in Order
O Enter Ship Info in Distribution

O Enter Extended Price

O Enter Requisition Number in Order

[JEnter Requestor 1D

O Display Only Selected Segment in Viewer Pane of Segments Interface
Number of segments to trigger display of single selected segment in viewer pane:|100

To establish the rate of the discount for all order lines, right-click the
Add Basic Order wizard.

Using the Discount gadget, select the Fixed button and enter the
percentage of the discount.

Preferred search type:
@ Keyword O Browse O Exact

Preferred search index: |Title [@ Gadget : Discount E\
Item library:
s Discount
QOrder Basic Info O MNone
Vendor ID: MCSBOOKS O Vendor
Order type: |[FIRM 4 @Fixed |20 .00 0y
Date ready: |[TODAY v
Date mailed: NEVER
Orderline Info
Quantity: 2 Bib entries ACQ
Unit price: Discount: TABLE
Requestor user 10 Requisition number:
Parts in set: O Date mailed: k2
Material type: v
Click OK.
Click OK.

Click the Add Basic Order wizard. ] #dd Basic order

Go through the steps of creating an order or adding an order line as
previously discussed.
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9.

10.
11.

12.

13.

14.

15.

Acquisitions

Within the Orderline tab of an order line enter the Unit Price, a
Quantity, and any other necessary information.

Title info| Orderline

Orderline information D‘/
Unit price: Discount: 20.0

[0 Sum distribution quantities Material type: v
Quantity: 2
ISBN/ISSN: 9780470714119 Parts in set:

Additional Orderline Information

CATALOG# |
DESC ~
INSTRUCT ~
SHIPTO |
NOTE ~l
COMMENT ~
OPAC_NOTE |
COVERAGE ~l
Click Continue.

Enter the Fund ID for the fund you want to use to pay for this order.
If you set the Fund ID in the property defaults, it displays here. Or
click the gadget to display a list of funds.

Type the Funded Quantity for each fund if you have multiple fund
segments. Accept the default of ALL if you only have one fund
segment.

Select the Holding Code to use when loading the item records into
your library’s catalog (upon receipt of the titles). The code represents
the library and location, item type, and item categories. If you set the
Holding Code in the property defaults, it displays here.

Enter the Distributed Quantity for each code if you have multiple
holding code segments. Accept the default of ALL if you only have

one holding code segment.

Click Add Orderline or Save Your Changes depending on which
wizard you are using.
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Ordering Staff Requested Titles

Some libraries may take staff or faculty requests and will want to track
the selector’s request when ordering titles. For materials requested or
selected by faculty or staff that will be added to the library’s collection, a
Requestor ID field can be used in the Orderline tab. For materials
ordered through the library for a user’s personal collection, a user
distribution can be used in the Segments tab.

To enter a requestor ID in an order line:

[E] Report Sessi
1.  Click the Session Settings wizard. FRoT mEssan

2. Within the Display Preferences area, select the Enter Requestor ID

check box and click OK.
Display Preferences
[ Order in Foreign Currencies O Specify Discount in Order
[ Enter Requisition Number in Order [JEnter Ship Info in Distribution
Enter Requestor ID [0 Enter Extended Price

I Display Only Selected Segment in Yiewer Pane of Segments Interface
Number of segments to trigger display of single selected segment in viewer pane:|100

3. Go through the steps of creating an order or adding an order line as
previously discussed.

4.  Within the Orderline tab of an order line enter the Unit Price,
Quantity, and any other necessary information.

5.  Using the Requestor User ID gadget, search for and select the staff
member who has requested the title.

Orderline Information for PO-180; 2011; ARROWOOD; BRILL _ o
Gadget : Browse User e

. Index: User name v
Description: Public & community health nursing practice :

Search for: downs
James.

Title info| Orderline

User name User 1D
Erelrine bernmien Downing, Andrea 9004571833 )
Downs, Melissa 10000050
raper, Sandra 210000024
Dunn, Martha 210000066
Dunn, Terry 210000068 ~

I

Unit price: 47.88
[08Sum distribution quantities
Quantity:

Requestor user ID:

Additional Orderline Information ax | [ Cancel
- Lox J[ cancel |
CATALOG# ~l

DESC ~[

INSTRUCT ~[

SHIPTO ~[

NOTE ~[

6. Highlight the user record and click OK.
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Y, ) You can also put a note in the Additional Orderline Information

= indicating that this was requested by staff. Additional Orderline
Information will print on workslips.

7. Click Continue.

8.  Enter the Fund ID for the fund you want to use to pay for this order.
If you set the Fund ID in the property defaults, it displays here. You
can also click the gadget to display a list of funds.

9.  Type the Funded Quantity for each fund if you have multiple fund
segments. Accept the default of ALL if you only have one fund
segment.

10.  Select the Holding Code to use when loading the item records into
your library’s catalog (upon receipt of the titles). The code represents
the library and location, item type, and item categories. If you set the
Holding Code in the property defaults, it displays here.

11. Enter the Distributed Quantity for each code if you have multiple
holding code segments. Accept the default of ALL if you only have
one holding code segment.

12.  Click Add Orderline or Save Your Changes depending on which
wizard you are using.

3
\;"// ) To inform staff members about the status of the order, use the
= User Order/Request Notice report in the Acquisition group of

reports.

To change holding distribution to user
distribution:

1. Go through the steps of creating an order or adding an order line as
previously discussed.

2. Within the Orderline tab of an order line enter the Unit Price, a
Quantity, and any other necessary information.

3. Click Continue.

4.  Enter the Fund ID for the fund you want to use to pay for this order.
If you set the Fund ID in the property defaults, it displays here. Or
click the gadget to display a list of funds.
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Type the Funded Quantity for each fund if you have multiple fund
segments. Accept the default of ALL if you only have one fund
segment.

To replace the holding distribution with a User Distribution, do one of
the following;:

® (lick the Add a User Distribution tool, select the box next to the
existing Holding distribution, and click the Delete a Segment tool.

Title info Orderline‘ Segments‘

FEA A —

D®PO-180/NEW (1) Fund ID: ARRREF [#] Funded quantity:  [ALL
RSl . Hnd .
'D;RREL Holding code: ARREFBK V| Distributed quantity: ALL
T7 "0 & New User Distribution |Dist user ID: @ Dpistributed quantity:

Add the New User
Distribution then remove the
existing Holding distribution

® Right-click on the existing Holding distribution and select Change
Distribution Type.

Title info Orderline‘ Segments‘
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C# PO-180/NEW (1) Fund ID: |ARRREF [® Funded quantity:  [ALL
=i . L .
D‘D:’RRR_EF (ALL) Holding code:| ARREFBK v [@Distributed quantity:laLL

Add a Funding/Distribution Cluster(s) Before =+
Add a Funding/Distribution Cluster(s) After awswr
Add a Holding Distribution Before e

Add a Holding Distribution After ettt

Right-click to see
the
funding/distribution
menu

Change Distribution Type
|

Using the Dist User ID gadget, search for and select the staff member
who has requested the title.

Click Add Orderline or Save Your Changes depending on which
wizard you are using.

To produce notices indicating that the materials ordered through
the library for a user’s personal collection have been received and
are ready for pickup, use the User Order Distribution Notice. This
report will also close user distribution orders and updates the
Date Loaded of an order line.




Display Preferences for Orders

The Session Settings wizard allows staff to select property settings for a
range of wizards during the client session. The Display Preferences
pertaining to the creation and modification of orders include the
following;:

® Ordering in foreign currencies

® Entering requisitions numbers

® Entering requestor IDs

® Specifying discounts in an order

® Entering shipping information in the distribution

® Entering the extended price

® Displaying only selected segments within the viewer pane of the

Segments tab

By selecting a display preference, extra values can be added to the order
line or the segments information for the title.

The values in the Session Settings behave in the same way that wizard
properties behave. If you save properties when exiting, your Session
Settings are saved for use in the next client session.

Below is an example of ordering in foreign currencies:

Display Preferences

I QOrder in Foreign Currencies I [OSpecify Discount in Order
[ Enter Requisition Number in Order O Enter Ship Info in Distribution
O Enter Requestor ID O Enter Extended Price

O Display Only Selected Segment in Yiewer Pane of Segments Interface
Number of segments to trigger display of single selected segment in viewer pane:|100

Qrderline information

Unit price:

Currency: |(US v | Exchange: TABLE v
Material type: v

Quantity: CAD

ISBN/ISSN: {raa Parts in set:
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Below is an example of entering requisition numbers:

Display Preferences

[0 Order in Foreign Currencies

Enter Requisition Number in Order I

O Enter Requestor ID

O Display Only Selected Segment in Yiewer Pane of Segments Interface
Number of segments to trigger display of single selected segment in viewer pane: 100

Orderline information

[ Specify Discount in Order
O Enter Ship Info in Distribution
OEnter Extended Price

Unit price: $18.99
O Sum distribution quantities Material type: v
Quantity: 2
ISBN/ISSN: 9780385906784 Parts in set:
I Requisition number:
Date ordered: 3/10/2011 Date mailed: NEVER

Below is an example of entering shipping information:

Display Preferences

O Order in Foreign Currencies [ Specify Discount in Order

I Enter Ship Info in Distributinnl
OEnter Extended Price

[JEnter Requisition Number in Order

CDEnter Requestor ID

[ Display Only Selected Segment in Viewer Pane of Segments Interface
Number of segments to trigger display of single selected segment in viewer pane:|100

Order| Title info | Orderline| Segments

l_jﬁ PO-212/1(1) Fund ID: ARRNF Funded quantity: 1
= DE) Date paid: NEVER v
Amount:
Holding code:| ARNFBK ~ [#| Distributed quantity: 1
Ship: M
Received: Packing List:
Loaded:

Below is an example of entering the extended price:

Display Preferences

O Order in Foreign Currencies O Specify Discount in Order

[J1Enter Requisition Number in Order [JEnter Ship Info in Distribution

[JEnter Requestor ID Enter Extended Price
O Display Only Selected Segment in Viewer Pane of Segments Interface

Number of segments to trigger display of single selected segment in viewer pane: 100

Order| Title info| Orderline | Segments

Orderline information

Unit price: $12.99

O Sum distribution quantities Material type: v
Quantity: 2 IExtended price: $25.98 I
ISBN/ISSN: 9780763651367 Parts In set: %)
Date ordered: 8/18/2011 Date mailed: NEVER

Below is an example of displaying only selected segments:
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Display Preferences

O order in Foreign Currencies

[0 Specify Discount in Order
[JEnter Requisition Number in Order

[JEnter Ship Info in Distribution
[JEnter Requestor ID [JEnter Extended Price

Display Only Selected Segment in Viewer Pane of Segments Interface I

Number of segments to trigger display of single selected segment in viewer pane:

Order| Title info Orderline‘ Segments

D@ PO-38/2 (4) Holding code:| CAFREFBK
& O~ FEWGEN (4) )

"4 ARREFBK (1) Received: 1/13/2011
O & ETAE0M  |Loaded: 1/13/2011
O FEWREFBK (1)
& MOYREFBK (1)

Distributed quantity: [1 ]

v|Packing List: [PACKING-141 |

|

This feature is useful for
centralized acquisition
libraries that order multiple
quantities for every library.

-,




Using Order Maps

Frequently, acquisitions departments, particularly in consortia, order the
same number of copies over and over again, but the copies may always
be funded and/or distributed the same way each time. The Order Map
policy lets you create templates for common funding and distribution
patterns for a given number of copies ordered.

When creating an order, you can use the Replace Fundings & Distributions
helper to simply select an appropriate order map template to create
fundings and distributions for a set number of ordered copies in a single
step. You can also turn on the quantity mapping property which will
automatically select an order map based on the quantity ordered.

To use order maps, the policy must be setup in acquisitions configuration.
To apply an order map to your order line:

1.  Within the Orderline tab of an order line using one of the order
wizards, enter the Unit Price, Quantity, and any other necessary
information.

2.  Click Continue.
3.  Perform one of the following actions:

® [f the Use Quantity Matching for Order Maps property is selected,
and you have ordered a quantity matching an existing order map,
those defaults will display. If you have ordered a quantity
matching more than one existing order map, select the
appropriate one from the list and click OK.

Title info Orderline Add Drdedines : Select a Pattern Template e
Orderline information Select a distribution template from the following list.
. i Distribution Templates For Library ARROWOOD
Unit price: |[17.98
O Sum distribution quan | Name » Copies: v
Quantity: 10 10-ADFIC
ISBN/ISSN: (9781602231276 il0-JI= g 3
Additional Orderline Information
CATALOG# o
DESC v
INSTRUCT v
SHIPTO v
NOTE al
COMMENT Ml
OPAC_NOTE |
COVERAGE Ml

. Add
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® [f the list of distribution templates did not appear, click the Replace

Fundings & Distributions helper. Select the appropriate one
from the list and click OK.

Title info | Orderline | Segments|

D@ PO-195/NEW (10) Fund ID: ARRIF | Funded quantity: 6
-0 IO ing code: « @pistri N E—
" [4r ARFICBKIV (6) Holding code:| ARFICBK IV ‘ Distributed quantity: 6
& O CAFEJF (4)
[ & CAFFICBKJV (4) Fund ID: |CAFEJF | Funded quantity: 4
Holding code:|CAFFICBKJV V‘ Distributed quantity: 4
£
. Add
Continue Orderline (b) Cancel ’ Close (q) ]

4. Make any necessary changes and click Add Orderline or Save Your
Changes depending on the wizard you are using.

For instructions on how to create order maps, refer to page 265 in
this training guide.
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Printing a Single Purchase Order

You may order only a few titles with a particular vendor occasionally.
After you have created an order you can create a single purchase order
for that vendor. It can be printed then mailed or faxed to a vendor using
the Produce Order Report helper after completing an order. This helper
can be found in the Add Basic Order, Add Dated Order, Add Recurring Order,
Add Orderlines, or Modify Order wizards.

The helper behaves similarly to the Print Specific Orders report except
that the helper will not automatically email the vendor the purchase
order.

To create a single purchase order upon
completion of an order:

1. Within the Orderlines tab of an order, click the Produce Order Report

helper. %E

Modify Order : Produce order report: PO-180 2011 ARROWOOD - 0O x

OLibrary address on notice

Library address:
Motice text: |purchaseorder v
O Count as a notice mailed
Vendor address to print: © Accounting ©@ Ordering O Service

Type of notice: @ Order O Order line © Cancellation

2.  Make any necessary selections for the report notice format such as
Count as a Notice Mailed.
3.  Click OK.

4. A confirmation window appears. Click OK.

9.  To view and/or print the report, click the View Order Reports helper.

@

6. Click OK.
7. Click View.

8.  If you do not want to print the log of the report, unselect the View
Log check box and click OK.
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Please ship the items listed below. The purchase order number printed
above must appear on all invoices, shipping papers, packages, labels,
hill=s of lading, etc.

Thank you for wyour prowmpt attention to this order.

1. ecopies:1 unit price:$23.89 dizcount:$0.00
parts: extended price:$23.59
ISEBN/I33N:9780345485755
Personal Author:EBerry, Stewve, 1955-
Title:The Alexandris link : & novel / 3teve Berry.
Publication info:MNew York : Ballantine Books «2007.

2. copies:1 unit price:$§15.39 discount:$0.00
parts: extended price:$15.99
ISEN/IS3N:9751400044733

Personal Author:Néwirowvsky, Iréne, 1903-1942.

Title:3uite frangaise / Iréne Némirowvsky ; translated
by Sandra 3mith.

Edition:lst North American ed.

Publication info:MNew York : Alfred A. Knopf : Distributed by Random
House, Z2006.

3. copies:z unit price:$§25.39 discount:$0.00
parts: extended price:$51.95
ISEN/I3SN: 9780470648255

Personal Author:Handley, Ann.

Title:Content rules : how to create killer bhlogs,
podceasts, videos, ebooks, webinars (and more) that
engage customers and ignite your business ¢/ Ann
Handley & C.C. Chapman.

Publication info:Hoboken, N.J. @ Wilewy, c2011.
4, copies:i0 unit price:§17.35 discount:§0.00
parts: extended price:$179.80

ISEN/IS3N:9781602231276
Personal Author:Wanasse, Deb.
Title:Lucy's dance / by Dek Vanasse ; illustrations by
HNancy E. 3lagle.
Publication info:Fairbanks : University of Llaska Press, Z011.

9.  When you are finished with the report, click the X at the top right of
the screen.

You may also use the Modify Order wizard to print a single
purchase order after you have created the order.

10. Click Close.

11. Click Close to close the wizard.




Displaying an Order
Display Order Wizard

The Display Order wizard lets you review an existing order. You can use
multiple lookup options with the Display Order wizard, based on either
bibliographic or order information.

To display an order:

1.  Within the Orders group of wizards, click the Display Order wizard.

& Display Order

2.  Search for an order. You can search by order or catalog information. If
more than one record displays, select the one you want, and click
Display Order.

Display Order : Display Order PD-40; 2011; ARROY/0OD; BT SHERE

wE s
Order 0rderlines|

Total Line Items: 10; Total Copies Ordered: 25

Line » Title Qua... Rec... Inv... Paid Par...
The seeing eye / by Art Corriveau. m-
s 2 2

2 The adventure of the empty house / ...
3 Whirlwind / by Alison Hart.
4My so-called death / Stacey Jay.
5 The case of the community garden / ...
6 A spy in the house / Y.S. Lee.
7 The less-dead / April Lurie.
8 The puzzle of the paper daughter: a 1...
9Heartless / Sara Shepard.

10 And then I found out the truth / by Je...

N WL WN = WK
MWL WM = WK
o000 000000
N WLWwN = WK

New

Search (b) ‘ ‘ Close

Return to
Search

3.  If there are multiple order lines, select the order line you want to see
more detail for, and click the Display Orderline tool.

4.  Click Close in the first and second windows to exit the display.
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Displaying an Order in e-Library

When an open order with a valid holding distribution segment has been
ordered, information displays in the public access catalog when the
detailed item information is displayed.

Below is a title currently on-order:

Item Information Catalog Record

Title Content rules : how to create killer blogs,
podcasts, videos, ebooks, webinars (and
more ) that engage customers and ignite your

business
Author Handley, Ann.
Publisher: Wiley,
Pub date: c2011,
Pages: wwil, 282 p, :
ISBN: 2730470645285
Item info: Mo copies available in any library,

Holdings

E. A. Arrowood Foundation Library Copies Material Location
658.872 NOMNE
2 order(s)
Library Copies Status Parts
E. &, Arrowood Foundation Library 1 ON-ORDER
Charles P, Few Free Library 1 OMN-ORDER

The status changes when the item is received in SirsiDynix Symphony:

Item Information Catalog Record

Title Content rules : how to create killer blogs,
podcasts, videos, ebooks, webinars (and
more) that engage customers and ignite your

business
Author Handley, ann.
Publisher: Wiley,
Pub date: c2011.
Pages: wxil, 282 p.
ISBMN: Q780470648285
Item info: Mo copies available in any library,

Holdings

E. A. Arrowood Foundation Library Copies Material Location
658,872 MOME
2 order(s)
Library Copies Status Parts
E. &, Arrowood Foundation Library 1 RECEIVED
Charles P, Few Free Library 1 RECEIVED
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Below is how a standing order displays in the online public access
catalog;:

Item Information Catalog Record

Title The Merck manual of diagnosis and therapy
Author Berkow, Robert, 1929-
Publisher: Merck Research Laboratories,
Pub date: 1992,
Pages: Wy, 2844 0. :
ISBM: 0911910166
Item info: 1 copy available at E. &, Arrowood Foundation
Library.

Haldings
E. A. Arrowood Foundation Library Copies Material Location
REF RC55.M4 16TH ED. C.1 1 Reference book Reference Material
1 order(s)
Library Copies Status Parts
E. A, Arrowood Foundation Library 1 UPDATES ON ORDER,

Modifying an Order

The Modify Order wizard lets you make changes to existing orders.
Certain changes are immediately reflected in the appropriate vendor and
fund records. Some fields may be changed at the workstation, but may
also be updated when reports are run.

In addition to changing order fields, you can use the Modify Order wizard
to perform a number of receiving, paying, and processing functions such
as:

® Mark specific copies and parts/volumes as received on a certain
date and on a named packing list.

® Pay for an order by entering a paid date and amount in the
appropriate fields on the Segments tab.

® Mark specific copies and parts/volumes as loaded into the
catalog. Setting this date does not add call number and copy
holdings to the catalog. Changing this date loaded from NEVER
to a real date only marks a Distribution segment as closed, so the
catalog no longer displays the ON-ORDER status.

® C(Create a cancellation segment for a title that will not be published
or must be acquired from a different vendor.

For more information about working with orders once they have
been created, refer to the WorkFlows online Help topic “FAQs:
Modifying an Order.”
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Acquisitions

To modify an existing order:

1.  Within the Orders group of wizards, click the Modify Order wizard.
ﬁ Maodify Order

2.  Search for an order. You can search by order or catalog information. If

more than one record displays, double-click the order or highlight it
and click Modify Order.

Modify Order : Modify Order PO-40; 2011; ARRDWOOD; BT = o =

Be %

Order| Orderlines

Total: Orderlines 10; Quantity 25; Amount $560.58

Title Line Quantity = Extende.. Fundlng Distribut..

The seeing eye / by Art Corriveau. __ $51.36

The adventure of the empty house.. 2 $37.90 multi multi
Whirlwind / by Alison Hart. 3 2 $55.82 multi multi
My so-called death / Stacey Jay. 4 3 $70.35 multi muilti
The case of the community garden ... 5 1 $24.55 ARRFIC ARFICBK
A spy in the house / ¥.S. Lee. 6 2 $37.50 ARRFIC ARFICBK
The less-dead / April Lurie. 7 3 $56.82 multi multi
The puzzle of the paper daughter :... 8 5 mult
Heartless / Sara Shepard. 9 3 muilti
And then T found out the truth / by... 10 2 multi
Save Your . Return to New
| Changes (m) Finish Search Search (b) H Close

3.  Double-click the order line you want to modify it or highlight it and

click the Modify Orderline tool.

4.  After you have made changes, click Save Your Changes to return to

the Orderlines tab.

5.  If you want to modify basic order information, click the Order tab and

edit the appropriate fields.

Order | Orderlines

Order Basic Info

Date created: 7/15/2011 Date modified: 7/15/2011

Date ready: 7/15/2011 v Date mailed: NEVER
Date to claim: NEVER Date to cancel: NEVER
New order ID: PO-202

QOrder type: FIRM v

New vendor ID: INGRAM

Lines: 2

Quantity ordered: 4 Quantity not received: 4

Quantity invoiced: 0 Quantity claimed: 0

Quantity paid: 0 Quantity canceled: 0

6. Click Save Your Changes to save the record or click Finish to save

your changes and mark the order as ready to go to the vendor.
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Creating a Cancellation

1.

Within the Orders group of wizards, click the Modify Order wizard.
ﬁ Modify Crder

Search for an order. You can search by order or catalog information. If
more than one record displays, double-click the order or highlight it
and click Modify Order.

Modify Order : Modify Order PO-75; 2011; ARROWOOD; BT SEE

BEE®
Order| Orderlines

Total: Orderlines 7; Quantity 11; Amount $284.41

Title Line Quantity Extended ... Fundlng Distribution
__ ARNFBK
The Korean War a history / Bruce . $47 98 ARRNF ARNFBK
Last call ; the rise and fall of Prohlbltl 3 2 $49.38 ARRNF ARNFBK
Son of Hamas : a gripping account of... 4 2 $63.98 ARRNF ARNFBK
The emperor of Nihon-Ja / John Fla... 5 1 $17.99 ARRIF ARFICBKIV
The emerald atlas / John Stephens. 6 1 $17.99 ARRIF ARFICBKIV
The red pyramid / Rick Riordan. 7 1 $17.99 ARRJE ARFICBKIY

Save Your . Return to New
’ Changes (m) Finish ’ Search Search (b) Close

Double-click the order line you want to modify it or highlight it and
click the Modify Orderline tool.

Click the Segments tab.

Click the Add a Cancellation tool.
Do one of the following:

® To cancel an entire order line, select the Cancel All Fundings

check box.

Modify Order : Display Fundings and Distributions = 5|

Miancel all fundings

FFund ID: ARRNF Cancelled: 2 (2 funded)
Holding code: ARNFBK. Cancelled: 2 (2 distributed)

M Fund ID: ARRREF Cancelled: 1 (1 funded)
Holding code: ARREFBK Cancelled: 1 (1 distributed)
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® To cancel part of an order line, select the check boxes next to the
funding and distributions.

Modify Drder : Display Fundings and Distributions

Ocancel all fundings

MFund ID: ARRNF

Cancelled:

Holding code: ARNFBK  Cancelled:

OFund ID: ARRREF

7. Click OK.

Title info | Orderline| Segments

Cancelled:

2 (2 funded)
2 (2 distributed)

1 (1 funded)
Holding code: ARREFBK Cancelled:l:|(1 distributed)

8.  Click Save Your Changes to save the record.

O®PO-75/2 (0) Cancel reason: LIBRARY v |Quantity: 3 |
Ll IBRARY (3) | !
= Dli~ ARRNF (0) Cancelled: TODAY v|Mailed: INEVER
" Clds ARNFBK (0)
=] D - ARRREF (0) Fund ID: Funded quantity: ‘D ‘
"D ARREFBK (0) |pate paid: | MNEVER v
Amount: \
Holding code: ARNFBK V‘ Distributed quantity: \0 \
Received: NEVER V|Packing List: ‘ ‘
Loaded: NEVER v
Fund ID: ARRREF [#® Funded quantity:  © |
Date paid: NEVER v
Amount; ‘
Holding code: |ARREFBK V‘ Distributed quantity: ‘D ‘
Received: NEVER V|Packing List: I |
Loaded: NEVER v

For more information about cancellation segments, refer to the

WorkFlows online Help topic “FAQs: Working with Cancel

Segments.”
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Duplicating an Order

The Duplicate Order wizard creates a new order by copying an existing
order line into an entirely new order, or to an existing order.

You can use the Duplicate Order wizard to:

® Copy an existing order with one line item into a new order.
® Copy an order line from one order to another.
® Rollover a standing order to a new fiscal cycle keeping the same

order number.

To duplicate an order:

1.  Within the Orders group of wizards, click the Duplicate Order wizard.
@ Duplicate Order

2.  Search for an order. You can search by order or catalog information. If
more than one record displays, double-click the order or highlight it
and click Duplicate Order.

Duplicate Order : Display Orderine PO-176; 2011; ARRDWOOD SR

Order Orderlines‘
Total Line Ttems: 7; Total Copies Qrdered: 8
Line Title Quantity Received Invoic... Paid Parts I...

15t. Maximus the Confessor's Questions ... 1
2 The judaizing Calvin : sixteenth-century ...
3 The cube and the cathedral : Europe, A...
4Freedom in the Church / by John 1. Kelley.
5 The world of the early Christians / Jose..

|____6/Ambrose : select works and letters. —‘1‘1‘1—

7 Time capsules of the Church / Mitch Finl..

— =N e
_ e N
coooo
[ ™

I Duplicate Order H Close l

3.  Select an order line and click Duplicate Order.
4.  Type a New Order ID or select AUTO.

5.  Modify the Vendor ID, Order Type, and Fiscal Cycle as needed.
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Duplicate Order : Enter Order Information = ml

Creating New Order

new order ID: PO-176 v|

Vendor ID: | AMAZON 62

Order type: |FIRM V|

Fiscal cycle: |2012 V|

Library: ARROWOOD

Add c |
Order Lance
6. Click Add Order.
7.  Modify the necessary order line information.
Title info| Orderline |Segments
Orderline information
Unit price: 1$65.95 |
[0 Sum distribution quantities Material type:| V‘
Quantity: 1 |
ISBN/ISSN: (0780875804132 |Parts in set: | #
Date ordered: 7/18/2011 Date mailed: |NEVER |
Additional Orderline Information
CATALOG# ol
DESC ol
INSTRUCT ol
SHIPTO ol
NOTE ol
COMMENT ol
OPAC_NOTE ~|
COVERAGE “|
Save V'
*gr\::ngoezr Cancel || Close (b) ‘

8.  Modify any information on the Segments tab if needed.
9.  When finished, click Save Your Changes.

10. Click Close.

Acquisitions
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Duplicating an Order with Multiple Order Lines

If the order you want to duplicate has multiple order lines, you must
duplicate each line separately.

To duplicate an order with multiple order lines:

1. Within the Orders group of wizards, click the Duplicate Order wizard.

@ Duplicate Order

2.  Search for an order. You can search by order or catalog information. If
more than one record displays, double-click the order or highlight it
and click Duplicate Order.

Duplicate Order : Display Orderine PO-159; 2011; ARROWOOD

Order Orderline5|
Total Line Items: 5; Total Copies Ordered: 10
Line Title Quantity Receiv... Inwvoic... Paid Parts I..
Revolution / Jennifer Donnelly. ——-1‘:—

2 The house on Mango Street / Sandra Ci.. 0 0
3 Something like fate / by Susane Colasantl 2 2 0 0
4 The bluest eye : a novel / Toni Morrison ... 2 2 0 0
5 The skin I'm in / Sharon Flake. 2 2 0 0

[ Duplicate Order H Close l

3. Select the order line, and click Duplicate Order. The Enter Order
Information window appears.

4.  Type a New Order ID or select AUTO.

5.  Modify the Vendor ID, Order Type, and Fiscal Cycle as needed.

Duplicate Order : Enter Order Information = =l

Creating New Order
new order ID: AUTO v|
vendor ID: [ INGRAM [#)
Order type: FIRM v
Fiscal cycle: 2011 v
Library: ARROWQOD

Add

‘ Order ‘ Cancel

6. Click Add Order.
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Duplicate Order : Modify Orderline P0O-210/1; 2011; ARROWOOD

W e E

' Description: Rewvolution / Jennifer Donnelly. / Donnelly, Jennifer.
Status Alert: Title already on order

Title info Orderline ‘ Segments

Orderline information

Unit price: [518.99 |

O sum distribution quantities Material type:‘ V|
Quantity: 2 |
ISBN/ISSN: (0780385006784 |Partsin set: | €3]
Date ordered: 7/18/2011 Date mailed: \NEVER \
Additional Orderline Information
CATALOG# v
DESC v
INSTRUCT o
SHIPTO Ml
NOTE Ml
COMMENT v
OPAC_NOTE Ml
COVERAGE v

§(?|\1,§n\;5l;r Cancel Close (b) |

7.  Modify the necessary order line information.
8.  Modify any information on the Segments tab if needed.

9.  When finished, click Save Your Changes. The duplicate order
appears with summary information about the order and all of its
order lines.

Duplicate Order : Duplicate Order PO-210; 2011; ARRDWOOD; INGRAM S

BRE®
| Order Orderlines|

Total: Orderlines 1; Quantity 2; Amount $37.98

Title Line Quantity Extend... Funding Distrib...

Revolution / Jennifer Donnelly. $37.98/ARRYAF |ARFICB...

New

Return to al
Search Search (b) || = ose

Save Your
Changes

10.  Click the Duplicate Orderline tool.

11.  Search for the original order and click Duplicate Order.
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12. Select the order line, and click Duplicate Orderline.

Duplicate Order : Display Orderline PO-159; 2011; ARRDWOOD SE

B

Order| Orderlines

Total Line Items: 5; Total Copies Ordered: 10

Line Title Quantity Receiv... Invoic... Paid Parts I...

1 Rewvolution / Jennifer Donnelly. 2 2 0 0
The house on Mango Street / Sandra Ci... n”_
3 Something like fate / by Susqne Colasanti. 2 2 0 0
4 The bluest eye : a novel / TorlMorrison ... 2 2 0 0
5 The skin I'min / Sharon Flake. 2 2 0 0

Duplicate cl
Orderline || ='9%¢

13. Repeat steps 9 - 12 for each additional order line until the order is
complete.

14.  When you are finished duplicating all of the order lines and the order
is complete, click Close.

Deleting an Order

The Delete Order wizard lets you remove a single order line or an entire
order record. When removing order lines the lines must be eligible for
deletion. Orders that have been paid or linked to an invoice cannot be
removed.

If an order line is linked to an on-order title hold, the system will display
a warning message. You will have the option to continue deleting the
order line or return to the Orderline tab without deleting. If you remove
the last order line of an order, the order is also removed.

.@/ If you created temporary title records or items for an order line
you want to remove, you must delete the title and item records
separately through cataloging. Deleting and order only removes
the order record.

To delete multiple order lines:

1. Within the Orders group of wizards, click the Delete Order wizard.
E Celete Order

2.  Search for an order. You can search by order or catalog information. If
more than one record displays, double-click the order or highlight it
and click Delete Order.
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3.  Select Delete Order and All Orderlines if you want to remove the
entire order record.

4.  Select Delete Selected Orderlines if you want to choose which lines
you remove. Click the check box next to each order line you want to
remove if you select this option.

up e -
M Orderlines

IO Delete order and all orderline(s) ® Delete selected orderlinesl

Total Line Items: 2; Total Copies Ordered: 4

Line Tite Quantity Received | Invoiced... Paid Parts In ... | Delete
Revoluto..| 2 0o 0 0 D
2 The hous... 2 0 0 0 O
Delete Return to New
| Order (b) Search Search (g) ’ Close
5.  Click Delete Order.
Delete Drder : Confirmation = =
Delete this order and all orderlines?
6.  Click OK to confirm your deletion.
7. Click OK.
8.  Click Close to exit the window.
‘//_ ) ’ M M
o If the order you're deleting only has one order line you can
= bypass steps five and six.
- ) If you want to retain the order history for this title, cancel the
= order line using the steps detailed on page 116.
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Receiving Orders

You can receive part of an order or the entire order in full. You use the
Receive Orders wizard to enter the information from the packing list.
Symphony then updates the Received and Packing List fields in each line
item of the order record.

In this section you learn to:

® Receive select and partial order lines.
® Batch receive firm orders.

® Receive a dated order .

® Receive a recurring order.

® Unreceive an order line.

Receiving Select and Partial Order Lines

If you have received a partial shipment of an order, use the Receive Orders
wizard to enter the information from the packing list. Partially receiving
an order will only affect those titles that have been shipped from the
vendor. You can go back at a later point to receive the remainder of the
order as it comes from the vendor.

To receive a partial order:

1. Within the Orders group of wizards click the Receive Orders wizard.
ﬁ Receive Orders

2. Search for the order you want to receive. You can search by order or
cataloging information. If more than one record displays, double-click
the order or highlight it and click Receive Orders.
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Receive Orders : Receive Copies PO-105; 2011; ARRDWOOD; INGRANM

W@

-0 (3) Line 6 A simple gove...
[ (2) Line 3 Content rules...
O (2) Line 7 Every you, ev...
0 (10) Line 4 Lucy's dance...
i~ (1) Line 2 Suite francai...

-0 (1) Line 1 The Alexandri...
O (4) Line 5 Townie ;: a me...

Order Info

VYendor ID: INGRAM
Orderlines: 7

Dates

Date created: 5/19/2011
Date ready: 7/18/2011
Date to claim: NEVER

Quantities summary

Quantity ordered: 23
Quantity invoiced: 0
Quantity paid: 0

Amounts summary

Ordered/not funded: $0.00
Invoiced/not paid:  $0.00

Order type: FIRM..

Date modified: 7/18/2011
Date mailed: NEVER
Date to cancel: NEVER

Quantity not received: 23
Quantity claimed: 0
Quantity canceled: 0

Funded/not invoiced: $499.29
Amount paid: $0.00

Total amount: $499.29

Receive
Selected
Orderlines

Receive Another || Close

3. On the tree, click the check box next to the order line(s) you want to
receive.

4.  If you have ordered multiple copies of a title and did not receive all of
them in the shipment, enter the number of copies you currently have
in the Quantity Receiving field.

Receive Drders : Receive Copies PO-195; 2011; ARROWOOD; INGRAM

TELT:

O® (23) PO-195 2011 ARROWOOD
(3) Line 6 A simple gove...
& (1) ARNFBK

& (1) CAFNFBK

~& (1) MOYNFBK

[0 (2) Line 3 Content rules...
[0 (2) Line 7 Every you, ev...
& (6) ARFICBKIV

-2 (4) CAFFICBKV

~[O (1) Line 2 Suite francai...
-0 (1) Line 1 The Alexandri...
-0 {4) Line 5 Townie : ame...

Title: Lucy's dance / by Deb vanasse ; illustra
Orderline ISXN: 9781602231276
Title control number: 9781602231276

Catalog key: 98378

Orderline info /
Quantity receiving: 8 Quantity expected: 10

Quantity ordered: 10 R Quantity received: 0

Extended price: $179.80

Unreceived distributions

Holding code: ARFICBKIV
Holding code: CAFFICBK IV

Quantity expected: 6
Quantity expected: 4

Bibliographic Info
Call number: XX(98378.1)

<

Receive
Selected
Orderlines

Receive Another || Close

5.  Click on one of the distributions for that title or on a different order
line in the tree. The following window appears if the properties are
not set to auto distribute partially received order lines:
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@ Please distribute partial receipt

QK

6. Distribute the received copies entering values in the Quantity

Receiving fields.
Title: Lucy's dance / by Deb Vanasse ; illustra
Orderline ISXMN: 9781602231276

Title control number: 9781602231276 Catalog key: 98378

Orderline info

Quantity receiving: Quantity expected: 10
Quantity ordered: 10 Quantity received; 0
Extended price: $179.80

Unreceived distributions

Holding code: ARFICBKIV Quantity expected: 6
Quantity receiving:
Holding code: CAFFICBK 1Y Quantity expected: 4
Quantity receiving:

Bibliographic Info

Call number: XX(98378.1)
7. Repeat steps 4-7 for each order line you did not receive in full.
8.  Click Receive Selected Orderlines to complete this transaction.

9. Click Close to exit the Receive Orders wizard, or click Receive Another
to continue receiving other order lines.
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Batch Receiving Firm Orders

Acquisitions

If a complete order has been shipped, you can use the Receive Orders
wizard to batch receive all order lines.

To batch receive an order:

1. Within the Orders group of wizards, click the Receive Orders wizard.
ﬁ Receive Orders

2.  Search for the order you want to receive. You can search by order or
cataloging information. If more than one record displays, double-click
the order or highlight it and click Receive Orders.

Receive Orders : Receive Copies PO-195; 2011; ARROWODOD; INGRAM e

e e =@

i~ (3) Line 6 A simple gove...

0 (2) Line 3 Content rules... vendor ID: INGRAM
+ 0 (2) Line 7 Every you, ev...
0O (10) Line 4 Lucy's dance...
[ (1) Line 2 Suite francai...

Order Info

Ord :FIRM.,
Orderlines: 7 Rl B

-0 (1) Line 1 The Alexandri... Rares

0 (4) Line 5 Townie : a me... Date created: 5/19/2011 Date modified: 7/18/2011
Date ready: 7/18/2011 Date mailed: NEVER
Date to claim: NEVER Date to cancel: NEVER

Quantities summary

Quantity ordered: 23 Quantity not received: 23
Quantity invoiced: 0 Quantity claimed: 0
Quantity paid: 0 Quantity canceled: 0

Amounts summary

Ordered/not funded: $0.00

. B Funded t i iced: $499.29
Invoiced/not paid:  $0.00 e osinvoicetly

Al t paid: 0.00
Total amount: $499.29 HeIR E] =T €
Receive

Selected Receive Another || Close

Orderlines

3.  Click the first (top) check box in the order line tree. When this box is
check all subsequent order lines will be selected automatically.

mlsl(23) PO-195 2011 ARROWOOD

-~ (3) Line 6 A simple gove...
[ {2} Line 3 Content rules...
~ [ (2} Line 7 Every you, ev..,
-~ {10) Line 4 Lucy's dance...
- (1) Line 2 Suite frangai...
-~ (1) Line 1 The Alexandri...
- (4) Line 5 Townie : ame..,

4, Click Receive Selected Orderlines.

5. Click Close to exit the Receive Orders wizard, or click Receive

Another to continue receiving other order lines.
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Receiving Dated Orders

If your library uses the acquisitions module to order subscription or
membership materials, upon the arrival of the first issue you can use the
Receive Orders wizard for dated orders. If you use the Serials module, use
the Check In wizard to receive the individual issues for the subscription.

To receive dated orders:

Within the Orders group of wizards, click the Receive Orders wizard.
ﬁ Receive Orders

Search for the order you want to receive. You can search by order or
cataloging information. If more than one record displays, double-click
the order or highlight it and click Receive Orders.

Receive Orders : Receive Copies PO-204; 2012; ARROWOOD; EBSCO

W = @

=0 (1) Line 5 Food & wine (...
[0 (1) Line 1 Healthcare di...

=[O (1) Line 2 ID (New York,...
O (1) Line 3 MacTutor.

“[O (1) Line 4 Theatre arts ...

Order Info

Vendor ID: EBSCO

Orderlines: 5 Order type: SUBSCRIPT..

Dates

Date created: 7/15/2011
Date ready: 7/18/2011
Date to claim: NEVER

Date modified: 7/18/2011
Date mailed: NEVER
Date to cancel: NEVER

Quantities summary

Quantity ordered: 5
Quantity invoiced: 0
Quantity paid: 0

Quantity not received: 5
Quantity claimed: 0
Quantity canceled: 0

Amounts summary

Ordered/not funded: $0.00
Invoiced/not paid:  $0.00
Total amount: $403.89

Funded/not invoiced: $403.89
Amount paid: $0.00

Receive
Selected
Orderlines

Receive Another || Close

On the order line tree, select either the entire order or the specific
order lines to receive.

Click Receive Selected Orderlines.

Click Close to exit the Receive Orders wizard or click Receive Another
to continue receiving other order lines.
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Creating, Receiving, and Loading Dated Orders Simultaneously

Because libraries will receive individual issues in the Serials module, the
receipt of a dated order in the Acquisitions module can be completed
during the time of creating the order. You may also want to put into
place at the same time a Date Loaded to mark the order as complete.

Acquisitions

To create and receive a dated order:

1. Within the Orders group of wizards, right-click the Add Dated Order

wizard.

I I
B dd Dated o

@ add Recurring HEIP---

@ Duplicate Ord

{2 add orderlin

ES I I
2.  Click Properties.

3.  Select the check boxes next to the following:

® Automatically display receiving fields in distribution segments

® Automatically display loaded field in distribution segments

Defaults ‘

vendor ID:  EBSCO

Order type: |SUBSCRIPT v
Date ready: TODAY v

Date mailed: NEVER

Orderline Info

Quantity: 1 Bib entries ACQ

Unit price: Discount: TABLE

Requestor user ID: Requisition number:

ODate mailed: ~ [Wivie |

Segment Information

BE)

Days in sub period: renew date: NEVER

Fund ID: ARRSERIALS Holding code:|ARSERIAL

O Automatically display payment fields in funding segments

FAutomatically display receiving fields in distribution segments

[ Automatically display loaded field in distribution segments

4. Click OK.

5.  Click the Add Dated Order wizard. &

Add Dated Order

+%a
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6. In the Item Search, identify an existing title to order. If more than one
title displays, select the desired title and click Order This Title.

[.  If the title you want to order does not exist in your library’s catalog,
you have two options:

® C(Click the Add Temporary Title helper. You can create a temporary
title record with enough bibliographic information for the purpose
of adding this title to an order. You can later replace this
temporary record with a fully cataloged record. When you finish
entering the bibliographic information click Save. Then click
Order This Title in the next window. Refer to Appendix C for
further information about adding temporary titles.

® C(Click the SmartPort helper to connect to a Z39.50 database. You
can search for and capture (save) a bibliographic record from
another library’s database. Make any modifications to the record
and click Save. Then click Order This Title. Refer to Appendix C
for further information about adding records using SmartPort.

8.  Enter the Vendor ID or use the gadget to search for a vendor by name
or ID.
9.  Select the Order Type from the drop-down list.
Add Dated Order : Enter Order Information = @ =

Creating New Order

Vendor ID: EBSCO
Order type: | SUBSCRIPT v
Fiscal cycle: 2012 v
Library: ARROWOOD v
Add
‘ order ‘ Cancel

10.  The Fiscal Cycle and Library are populated with values from the
Session Settings wizard. You can modify these values if necessary.

—
\v/¢ In the Behavior tab of the Add Dated Order properties, you can
= have the system not auto-generate order IDs so that you may

type in your own PO number.

11. Click Add Order.
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12.

13.

14.

15.

16.

17.

Acquisitions

Title info| Orderline |

Orderline information

Unit price: [
O Sum distribution quantities Material type: ‘ v‘
Quantity: 1
ISBN/ISSN: 0160-6514
Days in sub period: Renewal date:| &3]

Additional Orderline Information

26
CATALOG#
DESC
INSTRUCT
SHIPTO
NOTE

00 L

Enter the Unit Price for the title you are ordering. Type the price for
one copy before discount. It is not necessary to use price symbols,
such as a dollar sign.

Enter the Quantity or number of copies you want to order of the title.
The quantity entered represents the total number of subscriptions not
the number of issues in the subscription.

Click on the Material Type drop-down and specify the acquisitions
material type for this order line item if necessary

If necessary, enter the ISBN/ISSN for this title. If the ISBN/ISSN is in
the appropriate field of the bibliographic record in your database the
system will automatically populate the ISBN/ISSN in this field.

Type the Days in Sub Period, which is the number of days the
subscription or membership covers.

Type a Renew Date or use the gadget to select the date the
subscription or membership will need to be renewed.

Title info, Orderline |

Orderline information

Unit price: [79.55 |
[JSum distribution quantities Material type: ‘ V|
Quantity: 1
ISBN/ISSN: 0160-6514
Days in sub period: 365 Renewal date: \07/1/2012 \

Additional Orderline Information

&)
CATALOG#
DESC
INSTRUCT
SHIPTO
NOTE
COMMENT

£ | £ £ 55 ||0%

+%a
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18. Enter Additional Orderline Information.

19. Click Continue.

Title info| Orderline| Segments

(€
O PO-204/NEW (1) Fund ID: ARRSERIALS Funded quantity: ~ ALL
EREI Y ARRSERTALS (ALL) q . Al Ay
[ & ARSERIAL (ALL) Holding code:| ARSERIAL ~ [#] Distributed quantity: ALL
Received: v|Packing List:

Loaded: v

Add

Orderline (b) || Cance!

Continue

Close (g) ]

20.  Enter the Fund ID for the fund you want to use to pay for this order.
If you set the Fund ID in the property defaults, it displays here. You
can also click the Gadget to display a list of funds.

21. Type the Funded Quantity for each fund if you have multiple fund
segments. Accept the default of ALL if you only have one fund
segment.

22.  Select the Holding Code to use when loading the item records into
your library’s catalog (upon receipt of the titles). The code represents
the library and location, and item type.

23.  Enter the Distributed Quantity for each code if you have multiple
holding code segments. Accept the default of ALL if you only have
one holding code segment.

24. Using the Received drop-down, select TODAY for the Date Received.

25.  Using the Loaded drop-down, select TODAY for the Date Loaded.

Fund ID: ARRSERIALS B Funded quantity: ALL
Holding code: ARSERIAL v |#] Distributed quantity: |ALL
Received: TODAY + Packing List:

Loaded: TODAY v

26. Click Add Orderline.

27. Continue adding dated order lines until you are finished.
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28.  When you are done working with this order, click Finish to mark the
order as ready to go to the vendor.

Receiving Recurring Orders

If you have standing, blanket, or mono-series order agreements with
vendors, and have created orders for the titles with the Add Recurring
Order wizard, you can use the Receive Orders wizard to receive those
orders. When working with recurring orders, most of the work is done at
the point of receiving,.

Receiving Standing Orders

A standing order represents a library agreement with a vendor to order a
specific title that has periodic updates. Therefore, when receiving a
standing order you may have only one title record associated with the
order, and as the updates for that title come in you will add information
to describe the updates.

To receive a standing order:

1. Within the Orders group of wizards, click the Receive Orders wizard.
ﬁ Receive Orders

2. Search for the order you want to receive. You can search by order or
catalog information. If more than one record displays, double-click
the order or highlight it and click Receive Orderline.

Ii;‘;"’& g%te ‘opies PO-178; P i S

Receiving

Do not edit

Bibliographic Info this line

Call number: BX6264 2011
Title control number: a98293 Catalog key: 98293

Title: Southern Baptist Convention annual report

Orderline Info

vendor ID: AMAZON

Order type: STANDING Order ID: PO-178 Line: NEW i
Extended price: $0.00 Quantity ordered: 2 Quantity received: 0
Quantity expected: 2 Quantity receiving:

Unreceived distributions

Holding code: ARREFBK Quantity expected: 1
Holding code: DEFAULT Quantity expected: 1
Receive

Receive Another || New Packing List || Close

Orderline
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Note that the Line field reads NEW. Do not change the information in
this field. The first line in a recurring order is a placeholder line or
“pattern order line.” It is the line that keeps the order open. The word
NEW in the order line keeps the status of the order line open.

3.  Enter the quantity you are receiving in the Quantity Receiving field.
4.  Click Receive Orderline.

Title info Orderline | Segments

Orderline information

Unit price: $0,00 |

O Sum distribution quantities Material type: V‘
Quantity: 2
ISBN/ISSN: Parts in set:
Date ordered: 7/18/2011 Date mailed: NEVER

Additional Orderline Information
CATALOG#
DESC
INSTRUCT
SHIPTO
NOTE
COMMENT
OPAC_NOTE
COVERAGE

S0 L0 L0 L | S

5.  Enter the Unit Price, Parts in Set, Material Type, and any Additional
Orderline Information for this order line.

6. Use the DESC field in the Additional Orderline Information section to
describe the updates received for this title.

7.  Click on the Segments tab and verify the Fund and Holding code
entered when the order was created. If you need to change these

fields you may do so.

8. Click OK to receive this order line.
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Receive Orders : Receive Copies PO-17%; 2011; ARROWODOD; AMAZON =R
WS s @

Received Ttems ‘

List of Ttems Received

Total copies on packing list PACKING-226:
Title Author Status Order ID/Lin... Holds

Southern Baptist Conve.. | [Complete _____P0-178/6(20...

Receive

Orderline Receive Another

New Packing List

‘ Close

9. Click Close to exit the Receive Orders wizard, or click Receive
Another to continue receiving other order lines.

Receiving Blanket Orders

A blanket order represents an agreement with a vendor to acquire titles of
a specific type as they are published. Before you can receive titles against
a blanket order, the titles must be added to your catalog. This can be done
by using SmartPort, the Add Title wizard (in cataloging), or in batch with
the Load Bibliographic Records report.

To receive a blanket order:
1.  Within the Orders group of wizards, click the Receive Orders wizard.

2. Search for the order you want to receive. You can search by order or
catalog information. If more than one record displays, double-click
the order or highlight it and click Receive Orders.

Receive Orders : Receive Copies PO-206; 2012; ARROWOOD; THORNDIKE = =l
e 2@
Receiving | Do not edit
this line
Bibliographic Info

Orderline Info

Vendor ID: THORNDIKE

Order type: BLANKET Order ID: PO-206 Line: NEW iscal: 2012
Extended price: $0.00 Quantity ordered: 1 Quantity received: 0
Quantity expected: 1 Quantity receiving: I:l

Unreceived distributions

Holding code: ARFICBK Quantity expected: 1

New Packing List || Close

Receive .
| Recejve Another

Orderline
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The Line field reads NEW. Do not change the information in this
field. The first line in a recurring order is a placeholder line. It is
the line that keeps the order open. The word NEW in the order
line keeps the status of the order line open.

3.  Enter the Quantity Receiving and click Receive Orderline.

Receive Orders : New Orderine = el

o

Title info‘ Orderline |Segment5

Orderline information

Unit price: |$0.00 |

[0 Sum distribution quantities Material tvpe:‘ v‘
Quantity: [1 |
ISBN/ISSN: | |Parts in set: | #)
Date ordered: 7/18/2011 Date mailed: \NEVER \

Additional Orderline Information
CATALOG#
DESC
INSTRUCT
SHIPTO
NOTE
COMMENT
OPAC_NOTE
COVERAGE

1

4., On the Orderline tab; enter the Unit Price, Parts in Set, Material type,
and any Additional Orderline Information for this order line.

5. If necessary, click the Segments tab and select a different Fund ID
and/or Holding code.

6. Click the Title Info tab.

Receive Orders : New Ordedine - 0 =

W —

Title info | Orderline| Segments

' Change Title Link
helper

No title supplied
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7.  Click the Change Title Link helper. N4

Receive Orders - 0O =
Call number:|
oritem ID: | (%]
bib entries: |ACQ

8.  Click the Item ID gadget.

Receive Orders : Item Search

£ Ak i ==

Search for: | v

Index: Title v rType:

Library: ALL v | ®Keyword
O Browse

Current: OExact

Close

9.  Search for the title you want to link to this order. If more than one title
displays, select the desired title and click OK.
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Receive Ordars 5

Call number: [XX(99116.1)

or item ID: (%
bib entries: ACQ [®)

10. dClick OK.

11. Click OK again. Refresh the Title Info tab by clicking the Orderline
tab then clicking back on the Title Info tab.

Receive Orders : New Orderline =

W X

Call number: X¥(99116.1)

Personal Author: aAbdullah II, King of Jordan, 1962-
Title: Qur last best chance ; the pursuit of peace in a time of
peril / by King Abdullah II.

Publication info:  wWaterville, Me. : Thorndike Press, 2011,

12. Click OK.
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The Receive Copies window displays with a summary of the copy
you just received.

Receive Drders : Receive Copies PD-206; 2012; ARROWOOD; THORNDIKE SNEs
we e

Received Items |

List of Items Received

Total copies on packing list PACKING-228:

Title Author Status Order ID/Line (... Holds
| [Complete _____P0-206/2(2012)

Receive
Orderline

Receive Another || New Packing List || Close

13.  Click Close to exit the Receive Orders wizard, or click Receive
Another to continue receiving other order lines.
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Unreceiving an Order Line

There may be times when you receive an order in error and need to undo
the receiving processing. Unreceiving an order line in SirsiDynix
Symphony simply means setting the received date back to “NEVER.”
When the received date is set back to “NEVER” the system will remove
the “received” status from the order, setting the status back to “on-
order.” The status will also be updated in the OPAC.

To unreceive an order line:

1.  Within the Orders group of wizards, click the Modify Order wizard.
ﬁ Modify Order

2.  Search for the order you want to unreceive. You can search by order
or catalog information. If more than one record displays, double-click
the order or highlight it and click Modify Order.

3. If there are multiple order lines, select the order line you want to

unreceive and click the Modify Orderline tool.
4.  Click the Segments tab.

5. In the Received field, click the drop-down and select NEVER.

Title info| Orderline| Segments

O®PO-168/2 (1) Fund ID: HSC-PRINT Funded quantity: |1
BRELRHSCPRINT (1) I VSR ==y

L& ARNFBK (1) Amount: Quantity: 0

Amount inved: $84.95 Quantity: 1

Holding code: |ARNFBK ~ |#] Distributed quantity: 1

Received: 4/15/2011

Loaded:

+ Packing List: PACKING-191

Save Your

Changes Cancel

Close (b) ‘

6. Click Save Your Changes.

7. Click Close.
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Processing Invoices

Overview

An invoice is a list that describes individual items or services provided by
a vendor and the charges associated with those items or services. An
invoice consists of two parts: the invoice record and one or more invoice
line records. An invoice created in Symphony is a replica of the paper or
electronic invoice received from a vendor. In a multi-library system,
invoice records belong to the library that creates them.

In this section you will learn to:

® Understand invoice records and their relationship with orders and
funds.

® C(Create an invoice.

® Add invoice lines.

® Use the Create Invoice Lines for Order helper.
® Add invoices during receipt.

® Add additional invoice lines.

® Modify an invoice/invoice lines.
® Pay an invoice.

® Lock and unlock an invoice.

® Display an invoice.

® Reverse payment of an invoice.
® (Create a credit memo.

® Delete an invoice.
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Invoice Records

The use of invoice records is optional. When setting up your acquisitions
system evaluate current acquisitions and collection development
activities, then decide if you will use invoice records. If you decide to use
invoice records, use them consistently for all invoiced orders. Invoicing,
receiving, and loading order holdings are separate functions in the
Acquisitions module. The standard invoice record defines, for the entire
invoice, the unique invoice ID, the vendor ID, and the invoice date. The
invoice is usually numbered by the vendor; this number is the invoice’s
unique identification in the Acquisitions module.

Enter individual lines on the invoice into SirsiDynix Symphony with the
line number/name, amount, number of copies being invoiced, type of
invoice information being entered, and exchange rate. Both the invoice
and the invoice lines have text entry fields for notes and comments.
Depending on the type of invoice line entered, Symphony may prompt
for order line item identification or for fund information. Enter the order
line or fund information at any time. If and when order line item or fund
information is entered in the invoice record, Symphony finds and updates
all the associated order, vendor, and fund records with information from
the invoice and invoice lines.
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Understanding the Invoice—Order Relationship

An invoice can be created for orders received or not received. Once an
invoice is created, it may be linked to a specific order line item. When
paying for the ordered items, payment is marked on the invoice, and the
invoice-order link allows SirsiDynix Symphony to update the order line
item, vendor, and fund records with payment information. The link
between the invoice and the order can be made for each line as the
invoice is entered, or all invoice information can be entered in batch and
linked to orders at another time.

Order Invaoice
Fund
¥ k J
Order Line Invoice
3 Line
Fund Cycle )
h 2
Segments

|
. | | !

Distributions Cancel Claims Funding |-

Even negative amounts can be entered on an invoice line. This permits
credit adjustments to invoices. When a negative amount on an invoice
line is marked as paid, linked price fields are updated with a smaller
amount. An order does not have to exist at the time an invoice is entered.
A vendor may send an invoice for material ordered by telephone. This
invoice can be entered without a link to an order. The vendor record
shows the amount invoiced and the number of copies invoiced without
order or fund identification.
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Understanding the Invoice—Fund Relationship

An invoice line may be linked directly to a fund cycle, rather than linked
through a line item to a fund. Once an invoice is created, it can be linked
to a specific fund ID and fiscal cycle.

Order Invaoice
il Fund +
. Invoice
Order Line .
. Line

Fund Cycle ,—T

k4

Segments

|
. | | !

Distributions Cancel Claims Funding

The link between the invoice and the fund can be made for each line as
the invoice is entered, or all invoice information can be entered in batch
and linked to funds at another time. When the link is made, the fund
cycle’s Free Balance and Amount Invoiced fields are updated. When
marking those invoices as paid, the invoice-fund link allows SirsiDynix
Symphony to update fund records with payment information.
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Creating an Invoice

Acquisitions

The standard invoice record defines, for the entire invoice, the unique
invoice ID, vendor ID, and invoice date. The invoice line defines the line
number/name, the amount invoiced, number of copies invoiced, type of
invoice information being entered, and an exchange rate. For those who
have tax features configured on SirsiDynix Symphony, there will be
additional tax fields within the invoice.

An invoice can be created for orders received or not received. Once an
invoice is created, it may be linked to a specific order line item, directly to
a fund, prorated, or adjusted.

You cannot create an invoice of items supplied by different vendors.

To create an invoice:
In the Acquisitions toolbar, open the Invoices group of wizards.

=i .
Click the Add Invoice wizard, & #dd Inveice

Add Inveice : Enter Invoice and ¥endor ID = o =

Enter Invoice And Yendor ID

Invoice ID: | v
Vendor ID:
Library: ARROWOOD v
Date invoiced: TODAY
Created in fiscal cycle:|2011 v
Tax Structure: v

Add Invoice Extended Info ‘ Add Invoice

Modify Add Another cl
Invoice Invoice (b) o8

Type the Invoice ID, or select AUTO from the drop-down to have the
system assign a unique invoice ID number.

Type the Vendor ID or click the Vendor ID gadget to search for a
vendor. Only one vendor can be selected.

The Date invoiced defaults to TODAY; however, you can change the
default if necessary.

If your library is using the Tax Structure features, select a structure

from the Tax Structure drop-down list. Libraries not configured to use
the Tax Structure feature will not see this field. If you are not going to

use a Tax Structure, select NONE.
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Add Invoice : Enter Invoice and Vendor ID = O =

Enter Invoice And Yendor ID

Tnvoice TD: AUTO v
vendor ID: INGRAM [
Libraty: ARROWOOD v|
Date invoiced: TODAY 3]
Created in fiscal cycle:|2012 v|
Tax Structure: NONE V‘

Add Tnvoice

. Modify Add Another
‘ Add Invoice Extended Info Tirvaalias Invoice (b)

See the SirsiDynix Symphony Acquisitions Taxes training guide
for information on how to setup and use the Tax Structure
features. If your library is not setup to use the Tax Structure
features, you will not see the associated Tax Structure fields in
the invoice.

7. Click Add Invoice.

Add Invoice : Invoice Summary INV-92; INGRAM; ARROWOOD SEE

WaLtEEL4
Invoice | Invlines |
Lines:0; Quantity:0; Total amount:$0.00; Tax paid to vendor:N;
Line Quantity = Title Amount Link Linked ... Fiscal ... Date P... Parts I.. Gover..
Add Invoice IMn(\)ud:rlli:‘z Ad‘:nir;?i'er Close
0) : : -
B/ If your system’s property default is set to Automatically open Add

Invoiceline when invoice is created, then you will not need to click
the Add Invoiceline tool. The invoice line window will
automatically display.

8.  Click the Invoice tab if you need to make changes to the Invoice ID or
Date Invoiced.

9.  Perform one of the following steps:

® (lick the Add Invoicelines tool to add an individual invoice line.

® (lick the Create Invoice Lines for Order helper to add an entire
order’s invoice lines to the new invoice.
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Adding Invoice Lines

Creating Invoice Lines for Order Helper

The Create Invoice Lines for Order helper makes creating invoices much
easier by automatically adding order lines to an invoice. You can use this
helper to auto-add all lines of an order to an invoice, select the lines you
want to add, or only add received order lines to an invoice.

To use the Create Invoice Lines for Order helper:

1. In the Add Invoice or Add Invoicelines window, click the Create

Invoice Lines for Order helper.

[ Add Invoice : Invoice Orderline Options

O Automatically invoice all orderlines

@ Automatically invoice orderlines that are received-in-fulf

O Allow selection of orderlines for invoicing

Populate invoice line amount from order line

2.  Select one of the following:

Acquisitions

Automatically invoice all orderlines - select this if you want to
create an invoice for all of the order lines. This will create invoice
lines for items that have and have not been received in the
Acquisitions module.

Automatically invoice orderlines that are received-in-full -
select this if you only want to invoice those items that have been
received in full.

Allow selection of orderlines for invoicing - select this option to
display the Invoicing tree and choose the order lines to be
invoiced.
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e R
e

Order Orderlines

W[C](8) PO-180 2011 ARROWOOD
[ (2) Line 5 A still small...
[ (1) Line 3 Beyond histor...
[ (1) Line 6 Encyclopedia ...

Order Info

VendoginyBRILE Order type: FIRM,,

[J (1) Line 4 Peter and Cae... SALEE

[ (1) Line 7 Principles an... B

[ (1) Line 1 Scriptural in... Dates

(0) Line 2 They went out... Date created: 4/15/2011 Date modified: 8/23/2011

[ (1) Line 8 Using interac..., Date ready: 5/3/2011 Date mailed: NEVER
Date to claim: NEVER Date to cancel: NEVER

Quantities summary

Quantity ordered: 8 Quantity not received: 0
Quantity invoiced: 0 Quantity claimed: 1]
Quantity paid: 0 Quantity canceled: 1

Invoicing tree

AMOUNtS SUMMary

Ordered/not funded: $0.00
Invoiced/not paid:  $0.00
Total amount: $410.39

«
Invoice Selected |
Orderlines R

3.  Select the Populate Invoice Line Amount from Order Line option to
have the system have the order line price as the invoice line price.
Clear this option when you expect that the order price and invoice
price will differ. If this box is cleared, the invoice line amounts will
default to zero.

Funded/not invoiced: $410.39
Amount paid: $0,00

The Session Settings will allow you to automatically default the
options you want to use when creating invoices.

4. Click OK.

Add Invoice : Create Invoice Lines for Order:Select Search = S
4 fakfae=

Search for: ‘ "| [ Search
Index: Order ID ¥| rType:

order Line: | | ®Keyword
Fiscal Cycle: 2012 N O Browse
Item Library: O Exact
Acquisitions Library ARROWOOD

Current Title: Berry, Steve, 1955- --- The Alexandria link : a novel / Steve Berry. --- FIC ...

current Order: P0-195--2011--ARROWOQOD

Close
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5.

6.

7.

T casions @

Search for the order you want to invoice. You can search by order or
catalog information. If more than one record displays, select the one
you want, and click Display Order.

Add Invoice : Create Invoice Lines for Order PO-195; 2011; ARROWOOD; INGRAM =

W
Order Drderlines|

Total Line Items: 7; Total Copies Ordered: 23
Line » Title Quantity Received Invoic... Paid Parts I..
The Alexandria link : a novel / Steve.. ——-1-1—
2 Suite francaise / Iréne Némirovsky ; ... 0 4]
3 Content rules : how to create killer b... 2 2 0 0
4 Lucy's dance / by Deb Vanasse ; illu... 10 10 0 4]
5 Townie : a memoir / Andre Dubus III. 4 4 0 0
6 A simple government : twelve things... 3 3 0 0
7 Every you, every me / by David Levit... 2 2 0 0
Create Invoice Return to New | |
Lines Search Search (b) GEMEE Close (g)
Click Create Invoice Lines.
i
\4) Order lines on the selected order: 7
Invoice lines created: 7
Invoice lines created and linked to orderlines: 7
Invoice lines created but not linked to orderlines: 0
Click OK to continue.
Add Invoice : Invoice Summary INV-93; INGRAM; ARROWOOD =0
WaLs=EE24
Invoicel Invlines ‘
Lines:7; Quantity:23; Total amount:$499,29; Tax paid to vendoriN;
IIII
Qu.. Title Amount Link Linke... Fiscal... Date Paid Parts... C...
[ 1[Te Alcxandria link - novel / Steve | $23.0900rder—po-190 2011 | Never ||
1 Suite frangaise / Iréne Némirovsky ... 418.99 Order P0O-19... 2011 NEVER
2 Content rules : how to create Killer ... $51.98 Order  P0O-19.. 2011 NEVER
10 Lucy's dance / by Deb Vanasse ; illu... $179.80 Order PO-19.., 2011 NEVER
4 Townie : a memoir / Andre Dubus I... $103.80 Order PO-19... 2011 NEVER
3 A simple government : twelve thing... 4$80.85 Order P0O-19... 2011 NEVER
2 Every you, every me / by David Levi... $39.98 Order P0O-19... 2011 NEVER
. Modify Add Another
Add Invoice Invoice Invoice Close




8.  Use the Modify Invoiceline tool to adjust the amount when the order

%ﬁ?a

price and invoice amounts differ.

Add Invoice : Modify Invoiceline INV-93/0001; INGRAM; ARROWOOD.

Invoiceline

Line: ooo1] Link: order v

Amount: $23.89 Exchange: TABLE Quantity: 1
oOrder ID: P0O-195 arderline: 1 4 Fiscal cycle: 2011
Title: The Alexandria link : a novel / Steve Berry. / Berry, Steve, 1955-

Acquisitions material type: v

NONE tax handling: STANDARD v Rebate:

Date paid: NEVER ] Check:

Date created: NEVER Created by:

Date last modified: 7/19/2011 Last modified by: TECH

Invoiceline Extended Information

E3[EIES|
NOTE v
COMMENT v
R
‘ .\L’f// You can also update the Date Paid to indicate that the invoice line
= has been paid. Select TODAY from the drop-down or type in a

specific date.
9.  Click Modify Invoiceline to return to the Invlines tab.

10. When finished, click Close to exit the window.

Adding Invoice Lines with the Add Invoiceline Tool

After you have created an invoice using the Create Invoice Lines for Order
helper, you may have to add additional lines for shipping, handling,
taxes, or discounts. Use the Add Invoiceline tool to create individual
invoice lines.

Adding Invoice Lines for Shipping
To add an individual invoice line for shipping:

1. In the Add Invoice Lines window, click the Add Invoiceline tool to add

an invoice line.

Add Invoice : Add Invoiceline IN¥-93/0008; INGRAM; ARROWOOD ol =
Invoiceline
Line: 0008 Link: order 4
Amount: Exchange: TABLE Quantity: |1
Order ID: Orderline: W Fiscal cycle: 2011
Acquisitions material type:
NONE tax handling: R Rebate:

Add Modify
Inyoiceline | Invoiceline Gancel Clo<el(b)
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2. For easier identification, change the invoice Line to indicate it is for
shipping. This can be alpha or numeric characters.

3.  Enter the shipping Amount.

4.  Select an Acquisitions material type from the drop-down list if
necessary.

5.  Perform one of the following actions:

® To link the amount directly to a fund designated for shipping, use
the Link drop-down and select Fund. Enter the Fund ID or use
the gadget to search for the designated shipping fund.

Add Invoice : Add Invoiceline TNU-93/0008; INGRAM; ARRDWOOD e

Invoiceline

Line: SHIPPING Link: Fund &

Amount: 12.50 Exchange: TABLE Quantity: 1
Fund ID: SHIPPING Fiscal cycle:|2011

Acquisitions material type: v

NONE tax handling: A Rebate:

Add Modify

® To prorate the amount between the invoice lines, use the Link
drop-down to choose Copy, Line, or Price Proration.

Add Invoice : Add Invoiceline IN¥-93/000%; INGRAM; ARROWOOD = EH =

Invoiceline

Line: SHIPPING Link: Price Prorated v
Amount:|12.50 Exchange: TABLE
Add Modify
Invoiceline | Tnvoiceline ‘ Cancel ‘ Close (b) ‘

6. Click Add Invoiceline.

7.  Enter Invoiceline Extended Information, make any other changes and
click Modify Invoiceline to return to the Invlines tab.

8.  If you have prorated the shipping amount, click the Prorate Invoice

helper * and click OK.
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Add Invoice : Invoice Summary INV-93; INGRAM; ARROWOOD SE

WREEEDS
This invoice needs to be prorated

Invoice Invlines

Lines:8; Quantity:23; Total amount:$511.79; Tax paid to vendor:/N;

||
Line » Qu... Title Amount Link  Lin... Fis... Da... Pa... Co...

0001 1 The Alexandria link : a novel / Steve B... $23.89 Order PO-... 2011 NEV...
0002 1 Suite francaise / Iréne Némirovsky ; tr... $18.99 Order PO-... 2011 NEV...
0003 2 Content rules : how to create killer blo... 4$51.98 Qrder PO-... 2011 NEV...
0004 10 Lucy's dance / by Deb vanasse ; illustr... $179.80 Order PO-... 2011 NEV...
0005 4 Townie : a memoir / Andre Dubus III. $103.80 Order PO-... 2011 NEV...
0006 3 A simple government : twelve things w... $80.85 Order PO-... 2011 NEV...

0007 2 Every you, every me / by David Levith... $39.98 Order PO 2011 NEV

shepinve Lo | g1250pric. | | Jnev.| | ]

Modify Add Another
Add Inv... Invoice Invoice Gl ]
Invoice Invlines
Lines:8; Quantity:23; Total amount:$511.79; Tax paid to vendor:N;
B2 ¢ v
Line » Qu... Title Amount Link Lin... Fis... Da... Pa...

0001 1 The Alexandria link [ IRALIES
0002 1 Suite francaise / Ird Drder PO-... 2011 NEV...
0003 2 Content rules : how Drder PO-... 2011 NEV...
0004 10 Lucy's dance / by D) Drder PO-.., 2011 NEV...

tdpbrder PO-... 2011 NEV...

y Invoice has been prorated.

0005 4 Townie ! a memoir rder PO-... 2011 NEV...
0006 3 A simple government : twelve things w... $80.85 0Order PO-,.. 2011 NEV...
0007 2 Every you, every me / by David Levith... $39.980rder PO-... 2011 NEV...
Modify Add Another
(G U Invoice Invoice o
Add Invoice : Invoice Summary INY-93; INGRAM; ARROWOOD ==
WHREEEEA
Invoice Invlines
Lines:8; Quantity:23; Total amount:$511,79; Tax paid to vendoriN;
:
Line » Qu... Title Amount Link Linke... Fiscal... Date .. Parts.. ©Cove..
0001 1 The Alexandria link : a novel / Stev... $23.89 Order P0O-19.. 2011 NEVER
0002 1 Suite frangaise / Iréne Némirovsky ... $18.99 Order P0-19.. 2011 NEVER
0003 2 Content rules : how to create killer ... $51.98 Order P0-19... 2011 NEVER
0004 10 Lucy's dance / by Deb vanasse ; illu... $179.80 Order PO-19.. 2011 NEVER
0005 4 Townie : a memoir / Andre Dubus I... $103.80 Order  PO0O-19... 2011 NEVER
0006 3 A simple government : twelve thing... $80.85 Order P0O-19.. 2011 NEVER
0007 2 Every you, every me / by David Levi... $39.98 Order PO-19... 2011 NEVER
SHIPPING 0 $12.50Price ... NEVER

Modify
Invoice

Add Another

Add Invoice ‘ Invoice

9.  Click Close to complete the transaction or click the Add Invoiceline tool
to continue adding invoice lines to this invoice.

If a vendor has given you an across-the-board discount in the invoice,
you can create an individual invoice line with a negative dollar amount to
reimburse a specific fund or all funds associated with the order lines.
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Adding Invoice Lines for Discounts

To add an invoice line for discounts:

1. In the Add Invoice Lines window, click the Add Invoiceline tool to add

an invoice line.

Add Invoice : Add Invoicaline INV-93/0008; INGRAM; ARROWOOD = el

Invoiceline

Line: Link:

Amount: |:| Exchange: TABLE Quantity:
Order ID: |:| orderline: Fiscal cvcle:
Acquisitions material type:

NONE tax handling: Rebate: l:l

Add Modify |
Invoiceline Invoiceline Gance

2.  For easier identification, change the invoice Line to indicate it is for a
discount. This can be alpha or numeric characters.

Close (b)

3.  Enter the discount Amount as a negative figure, e.g. -17.27.

Invoiceline

Line: DISCOUNT |
Amount: -17.27 |
Order ID: | |#
Acquisitions material type:
NONE tax handling: ‘ v‘

4.  Select an Acquisitions material type from the drop-down list, if
necessary.

5.  Perform one of the following actions:
® To link the amount directly to a specific fund, use the Link drop-

down and select Fund. Enter the Fund ID or use the gadget to
search for the designated shipping fund
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Add Invoice : Add Invoiceline INV-93/0008; INGRAM; ARROWOOD =

Invoiceline

Line: DISCOUNT Link: Fund v

Amount: -17.27 Exchange: TABLE Quantity: |1
Fund ID: ARRFIC Fiscal cycle: 2011

Acquisitions material type: ~

NONE tax handling: v Rebate:

Add Modify
InVOice"ne CIOSE (b)

® To prorate the amount between the invoice lines, use the Link
drop-down to choose Copy, Line, or Price Proration.

Add Invoice : Add Invoiceline INV-93/0008; INGRAM; ARRDWODD - O =
Invoiceline
Line: DISCOUNT Link: Price Prorated v
Amount:-17.27 Exchange: TABLE
Add Modify
Invoiceline | Invoiceline ‘ Gezmee ‘ Cleea () ‘

6. Click Add Invoiceline.

/.  Enter Invoiceline Extended Information, make any other changes and
click Modify Invoiceline to return to the Invlines tab.

8.  If you have prorated the discount amount, click the Prorate Invoice

helper *# and click OK.

Add Invoice : Invoice Summary INV-03; INGRAM; ARRDWOOD - g =

we WS 2e

This invoice needs to be prorated

Invoice| Invlines

Lines:9; Quantity:23; Total amount:$494.52; Tax paid to vendor:N;

Line » Qu... Title Amount Link Linke... Fiscal... Date ... Parts... Cove...
0001 1 The Alexandria link : a novel / Stev... $23.89 Order PO-19.. 2011 NEVER
0002 1 Suite francaise / Iréne Némirovsky ... $18.99 Order PO0O-19... 2011 NEVER
0003 2 Content rules ; how to create Killer ... $51.98 0Order P(-19.. 2011 NEVER
0004 10 Lucy's dance / by Deb Vanasse ; illu... $179.80 Order PO-19... 2011 NEVER
0005 4 Townie : a memoir / Andre Dubus I... 4$103.80 Order PO-19... 2011 NEVER
0006 3 A simple government : twelve thing... $80.85 Order PO-19... 2011 NEVER
0007 2 Every you, every me / by David Levi... $39.98 Order PQ-19.. 2011 NEVER
DISCOUNT 0 -$17.27 Price ... NEVER
SHIPPING 0 $12.50 Price ... NEVER

dd . Modi Add Another '
Gk i tEe Invoice Invoice e
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Invoice Invlines

Lines:9; uantity:23; Total amount:$494.52; Tax paid to vendor:N;

Line » Qu... Title . Fiscal... Date ...
0001 1 The Alexandria link ! a ng . 2011 NEVER
0002 1 Suite francaise / Iréne N w2011 NEVER
0003 2 Content rules : how to ¢ . 2011 NEVER
0004 10 Lucy's dance / by Deb V. w2011 NEWVER
0005 4 Townie ! a memoir / And w2011 NEVER
0006 3 A simple government : tverre-emrgTT OO TICT e 2011 NEVER
0007 2 Every you, every me / by David Levi... $39.98 Order P0O-19... 2011 NEWVER
DISCOUNT o] -$17.27 Price ... NEVER
SHIPPING o] $12.50 Price ... NEVER

Add T . Modify Add Another cl
MOICE ) Thyoice Invoice Llose
Add Invoice : Invoice Summary INV-93; INGRAM; ARROWOOD = o =
WEEHER R
Invoice Invlines
Lines:9; Quantity:23; Total amount:$494.52; Tax paid to vendor:N;
Line » QuU... Title Amount Link Linke... Fiscal... Date .. Parts... Cove...
0001 1 The Alexandria link : a novel / Stev... $23.89 Order PO-19... 2011 NEVER
0002 1 Suite frangaise / Iréne Némirovsky ... $18.99 Order PO0O-19... 2011 NEVER
0003 2 Content rules : how to create Killer ... $51.98 Order P0O-19.. 2011 NEVER
0004 10 Lucy's dance / by Deb Vanasse ; illu... $179.80 Order PO-19.. 2011 NEVER
0005 4 Townie : a memoir / Andre Dubus I... $103.80 Order P0O-19... 2011 NEVER
0006 3 A simple government : twelve thing... $80.850rder P0O-19... 2011 NEVER
0007 2 Every you, every me / by David Levi... $39.98 Order PO-19... 2011 NEVER
DISCOUNT 0 -$17.27 Price ... NEVER
SHIPPING o $12.50Price ... NEVER
Modify Add Another
add Inveice | Tnvoice Invoice Llose

9.  Click Close to complete the transaction or click the Add Invoiceline tool
to continue adding invoice lines to this invoice.

Adding Invoice Lines with the Add Invoicelines Wizard

If you need to add additional invoice lines to an existing invoice, use the
Add Invoice Lines wizard. You can use this wizard to edit, display, and
remove existing invoice lines.

To add additional invoice lines

1.  Within the Invoices group of wizards, click the Add Invoice Lines

. % &dd Inwvaoice Lines
wizard.

2.  Search for the invoice you want to add lines to. You can search by
invoice, order, vendor, or cataloging information. If more than one
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record displays, double-click the invoice or highlight it and click Add

. .
Invoiceline.
Add Invoice Lines : Add Invaice Lines INV-94; BT; ARROWOOD DEE
HEpa%a
Invoice‘ Inviines ‘
Lines:13; Quantity:27; Total amount:$618.41; Tax paid to vendor:N;
Line .. Title Amount Link | Lin... Fisc... Dat... Par.. Gowv..
Coming back stronger : unleashing the... $62.00201 1 NEVER

0002 2 About face $37.980rder PO-... 2011 NEVER

0003 2Book of home remedies $51.900rder PO-... 2011 NEVER

0004 2 Let's bring back $39.900rder PO-... 2011 NEVER

0005 411 Practice Tests for the SAT & PSAT, ... $91.96 Order PO-... 2011 NEVER

0006 1 Conscience of a conservative / Barry ... $10.990rder PO-... 2011 NEVER

0007 1 The travels of a T-shirt in the global ec... $18.950rder PO-... 2011 NEVER

0008 2Malcolm X : a life of reinvention / Man... $60.00 Order PO-... 2011 NEVER

0009 163 documents the government doesn'... $24.950rder PO-... 2011 NEVER

0010 2 This life is in your hands : one dream, s... $51.98 Qrder PO-... 2011 NEVER

0011 3 The Wilder life : my adventures in the |... $77.850rder PO-... 2011 NEVER

0012 2 The gathering / Kelley Armstrong. $35.98 Order PO-... 2011 NEVER

0013 3Eleven on top / Janet Evanovich. $53.97 Order PO-... 2011 NEVER

Modify Return to Ne

Invoice Search

W
Search (b) l ’ Close

3. Use the Add Invoicelines tool or the Create Invoice Lines for Order helper
to add new invoice lines.

Add Invoice Lines : Add Inwoice Lines I

Invoice | Invlines |

Lines:13; Quantity:27;

4.  When you are finished adding invoice lines, click Close to exit the
window.
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Adding Invoices During Receipt

Depending on your properties, the Add Invoice and Add Invoicelines
helpers may be available when receiving orders. Administrators can
make these available in the Receive Orders wizard.

To add an invoice during receipt:

1. Receive the order lines using the Receive Orders wizard.

Receive Orders : Receive Copies PO-08; 2011; ARROWOOD; BT SEE

W e @

[Z](14) PO-98 2011 ARROWOOD
(4) Line 6 11 Practice T... Order Info
8; tine i gbntt ffar?e Vendor ID: BT

ine 4 Book of home ... .

. : Orderl 17
(2) Line 2 Coming hack s... rderiines
i (1) Line 7 Conscience of...

Order type: FIRM..

@ (2) Line 5 Let's bring b... Dates

M@ (1) Line 8 The travels o... Date created: 9/27 /2010 Date modified: 5/4/2011
Date ready: 11/3/2010 Date mailed: NEVER
Date to claim: NEVER Date to cancel: NEVER

Quantities summary

Quantity ordered: 14 Quantity not received: 14
Quantity invoiced: 0 Quantity claimed: 0
Quantity paid: 0 Quantity canceled: 0

Amounts summary

Ordered/not funded: $0.00

Funded, ti iced: $313.68
Invoiced/not paid:  $0.00 Ul iEEseh e

Al t paid: 0.00
Total amount: $313.68 TSIl #
Receive
Selected Receive Another || Close
Orderlines

2.  Click the Add Invoice helper. @5
3.  Type an Invoice ID or select AUTO from the drop-down menu.

4.  The Date invoiced defaults to TODAY; however, you can change the
default if necessary.

5.  Ifyour library is using the Tax Structure features, select a structure
from the Tax Structure drop-down list. Libraries not configured to use
the Tax Structure feature will not see this field. If you are not going to
use a Tax Structure, select NONE.
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Receive Orders : Enter Invoice and ¥endor ID =[x

Enter Invoice And Vendor ID

Tnvoice ID: |AUTO v|
Vendor ID: BT

Library: | ARROWOOD v|
Date invoiced: TODAY [#]
Created in fiscal cycle: 2011 v|
Tax Structure: NONE V|

. Modify
Add Invoice Invoice

6. Click Add Invoice.

[@ Receive Orders : Invoice Orderline Options

O Automatically invoice all orderlines
® Automatically invoice orderlines that are received-in-full

O Allow selection of orderlines for invoicing

M Populate invoice line amount from order line

7.  Select the Populate Invoice Line Amount from Order Line option to
have the system have the order line price as the invoice line price.
Clear this option when you expect that the order price and invoice
price will differ. If this box is cleared, the invoice line amounts will
default to zero.

N\ The Session Settings will allow you to automatically default the
options you want to use when creating invoices.

8. Click OK.

HIA) Order lines on the selected order: 7
Invoice lines created: 7
Invoice lines created and linked to orderlines: 7
Invoice lines created but not linked to orderlines: 0

9. Click OK again.
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Receive Orders | Invoice Summary INV-94; BT; ARROWOOD EE

WHEIEHS

Invoice| Inviines |

Lines:7; Quantity: 14; Total amount:$313.68; Tax paid to vendor:N;

Line Qu... Title Amount Link  Link... Fisc... Dat... Par... Cov...
Coming back stronger : unleashing the... --
2 About face $37.980rder P0O-9...2011 NEVER
2Book of home remedies $51.900rder P0-9...2011 NEVER
2 Let's bring back $39.90 Order P0-9...2011 NEVER
411 Practice Tests for the SAT & PSAT, ... $91.96 Order PO-9...2011 NEVER
1 Conscience of a conservative / Barry ... $10.99 Order P0O-9...2011 NEVER
1 The travels of a T-shirt in the global ec... $18.950rder P0-9...2011 NEVER

. Modify
Add frvelee

10. When you are finished working with the invoice, click Close.

To add invoice lines to an existing invoice during
receipt:

1. Receive the order lines using the Receive Orders wizard.
ﬁ Receive Orders

Receive Orders : Receive Copies PO-211; 2011; ARRDWOOD; BT .o x
e 258

10) PO-211 2011 ARROWOOD
i 1) Line 2 63 documents ... Order Info
Vendor ID: BT
[ (2) Line 5 The gathering... Orderlines: 5 Order type: FIRM..
(3) Line 4 The wilder li... )
. (2) Line 3 This life is ...

Dates

Date created: 7/19/2011 Date modified: 7/19/2011
Date ready: 7/19/2011 Date mailed: NEVER
Date to claim: NEVER Date to cancel: NEVER

Quantities summary

Quantity ordered: 10 Quantity not received: 10
Quantity invoiced: 0 Quantity claimed: 0
Quantity paid: 0 Quantity canceled: 0

Amounts summary

Ordered/not funded: $0.00

. . Funded ti iced: $250.76
Invoiced/not paid:  $0.00 e Anotinvoiced it

Total amount: $250.76 Smolnthaid; $0.00
eceive
Selected Receive Another || Close

Orderlines

2.  Click the Add Invoice Lines helper. %
3. Search for the invoice to which you want to add invoice lines. If more

than one invoice displays, double-click the invoice or highlight it and
click Add Invoiceline.
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Receive Orders : Add Invoice Lines for Order IN¥-94; BT; ARROWOOD

HEAA ke

Invoice| Invlines|

Lines:7; Quantity: 14; Total amount:$313.68; Tax paid to vendor:N;
Line Qu... Title Amount
Coming back stronger : unleashing the... $62.00
0002 2 About face $37.980... P... 2... N...
0003 2?2 Book of home remedies $51.900... P... 2... N..
0004 2Let's bring back $39.900... P... 2... N...
0005 411 Practice Tests for the SAT & PSAT, ... $91.960... P... 2... N...
0006 1 Conscience of a conservative / Barry ... $10.990... P... 2... N...
0007 1 The travels of a T-shirt in the global ec... $18.950... P... 2... N...
Modlify || Return to New cl
Invoice Search Search (b) || =~ 0se

4.

Click the Create Invoice Lines for Order helper to add the new invoice

lines. %

@ Receive Orders : Invoice Orderline Options

O Automatically invoice all orderlines

® Automatically invoice orderlines that are received-in-full

O Allow selection of orderlines for invoicing

Populate invoice line amount from order line

[ OK H Cancel ]

5. Click OK.

Order lines on the selected order:

Invoice lines created:

Invoice lines created and linked to orderlines:
Invoice lines created but not linked to orderlines:

o L

6. Click OK again.
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Receive Orders : Add Invoice Lines for Order IN¥-04; BT; ARRDWOODD BEE

HEA®%a
Invoice Inviines
Lines: 12; Quantity:24; Total amount:$564.44; Tax paid to vendor:N;
P
Line > Qu... Title Amount Link Lin... Fis... Da... Pa... Co...
Coming back stronger : unleashing the... m--
0002 2 About face $37.98 Order PO-... 2011 NEV...
0003 2 Book of home remedies 4$51.900rder PO-... 2011 NEV...
0004 2Let's bring back $39,900rder PO-.., 2011 NEV...
0005 411 Practice Tests for the SAT & PSAT, ... %$91.96 Order PO-... 2011 NEV...
0006 1 Conscience of a conservative / Barry ... 410,99 0rder PO-... 2011 NEV...
0007 1 The travels of a T-shirt in the global ec... %$18.950rder PO-... 2011 NEV...
0008 2Malcolm X : a life of reinvention / Man... $60.00 Order PO-... 2011 NEV...
0009 163 documents the government doesn'... $24.950rder PO-... 2011 NEV...
0010 2 This life is in your hands : one dream, s... $51.98 Order PO-... 2011 NEV...
0011 3 The wilder life : my adventures in the |... $77.850rder PO-... 2011 NEV...
0012 2 The gathering / Kelley Armstrong. $35.98 Order PO-.., 2011 NEV...
Modify Return to New ] ’ Close
Invoice Search Search (b)

7.  Use the Modify Invoiceline tool to adjust amount when the order price
=B
and invoice amounts differ.
8.  When finished, click Close to continue receiving orders.
If you are modifying each invoice line to adjust amounts, you can

also update the Date Paid by select TODAY from the drop-down
or entering a specific date.

Invoiceline

Line: 0010 Link: |Order V|
Amount: $51.98 Exchange: TABLE
Order ID: PO-211 Orderline: |3 v|

Title: This life is in your hands : one dream, sixty acres, and a family undone /
Melissa Coleman. / Coleman, Melissa.

Acquisitions material type: v
NONE tax handling: STANDARD v Rebate: [ 0%l
| Date paid: TODAY] _"I Check#: I:l
Date created: NEVER Created by:
Date last modified: 7/19/2011 Last modified by: TECH
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Modifying an Invoice/lnvoice Lines

If you need to make changes to an existing invoice or existing invoice
lines, use the Modify Invoice wizard. This wizard does not let you add
additional invoice lines; you can only modify existing lines. Your system
administrator can set behavior properties that control whether the invoice
lines can be removed and paid when using this wizard.

To modify an existing invoice/invoice line:

1.  Within the Invoices group of wizards, click the Modify Invoice wizard.

@ Modify Invoice

2.  Search for the invoice you want to modify. You can search by invoice,
order, vendor, or cataloging information. If more than one record
displays, double-click the invoice or highlight it and click Modify
Invoice.

3. To change information about the invoice, click the Invoice tab.

Modify Invoica : Modify Invoica INV-94; BT; ARRDWOOD -

HEg®ha
Thvsice] Tnulines

Invoice:

Invoice ID: INV-94 vendor ID: BT
Control number: 127 Created in fiscal cycle: 2011 W
Library: ARROWOOD

Dates:
Date invoiced: 7/19/2011 Date ready: NEVER W
Date locked: NEVER

laxt
Tax Structure: NONE b [ Tax paid to vendor
Tax calculated: N [ Tax exempt vendor
Remit to vendor: $618.41
Subtotal: $618.41 Subtotal ameunt paid: $0.00
Tax total: $0.00 Tax amount paid: $0.00
Tax total NONE! $0.00 Total amount paid NONE: $0.00

ReDate Infot
Rebate total: $0.00 Rebate amount paid: $0.00
Rebate total NONE:  $0.00 Total amount paid NONE: $0.00

Modify Return to New !
Invoice gearch search (b) || Elose
. . . . .
4. On the Invoice tab, you can edit the Invoice ID, Created in Fiscal

Cycle, Date Invoiced, and Date Ready fields. You may also be able to
edit the Invoice Extended Information if these fields are set to display
in your properties.

5. On the Invlines tab, select an invoice line and use the following tools
to display and modify invoice and order line information:
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The availability of these tools depends on the selections made in the
behavior properties.

6. Ifaninvoice line you created or modified needs to be prorated, the
wizard displays the message “This invoice needs to be prorated”
above the invoice tabs. If selected in the behavior properties to
appear, the Prorate Invoice helper may be available to automatically

=l

prorate the invoice. =
/.  The Display All Invoice Lines helper is available for viewing summary
invoice line information. @

8.  The Display Funds Summary and Save Funds Summary helpers are
available for displaying funds encumbered and payments related to
this invoice (vouchers), and for saving this information to a file, which

7
can be viewed using a spreadsheet application. %

9.  When you are finished modifying the invoice, click Modify Invoice to
save your changes and Close to exit the Modify Invoice wizard.
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Displaying Invoices

Display Invoice Wizard

The Display Invoice wizard displays the status of all items on an invoice, a
single invoice line on an invoice, all invoices, all invoices for a single
vendor, or all invoice lines paid by a specified check number. You cannot
modify invoices with this wizard.

To view an invoice:

1. Within the Invoices group of wizards, click the Display Invoice wizard.

@ Display Invoice

2. Search for the invoice you want to modify. You can search by invoice,
order, vendor, or cataloging information. If more than one record
displays, double-click the invoice or highlight it and click Display
Invoice.

Display Invoice : Display Invoice INV-94; BT; ARROWOOD e

%
Invoice | Invlines

Lines:13; Quantity:27; Total amount:$618.41; Tax paid to vendor:N;

Line Qu... Title Amount Link | Link... Fisc... Date.. Pa.. Co..
Coming back stronger : unleashing the... --
0002 2 About face $37.98 Order PO-9...2011 7/19/...

0003 2Book of home remedies $51.90 Order PO-9...2011 7/19/...
0004 2 Let's bring back 4$39.90 Order P0-9...2011 7719/ ...
0005 411 Practice Tests for the SAT & PSAT, ... $91.96 Order PO-9...2011 7/19/...
0006 1 Conscience of a conservative / Barry ... 4$10.99Order P0-9...2011 7719/ ...
0007 1 The travels of a T-shirtin the global ec... $18.950rder PO-9...2011 7/19/...
0008 2Malcolm ¥ : alife of reinvention / Man... 4$60.00 Order PO-2...2011 7/19/...
0009 163 documents the government doesn'... $24.95 Order P0-2...2011 7/19/...
0010 2 This life is in your hands : one dream, s... 4$51.98 Order PO-2...2011 7/19/...
0011 3 The wilder life : my adventures in the l... $77.850rder P0-2...2011 7/19/...
0012 2 The gathering / Kelley Armstrong. $35.98 Order PO-2...2011 7/19/...
0013 3Eleven on top / Janet Evanovich. $53.97 Order P0O-3...2011 T/19/..
Return to New
’ Search Search (b) Gloss

3.  To view a specific invoice line, double-click the line or highlight it and
click the Display Invoiceline tool.

4.  To go back to the invoice, click Cancel. Clicking Close in the Display
Invoiceline window will close the entire invoice.

9.  To view specific invoice fund information related to the invoice,
including summarized fund encumbrances and payments, click the

i
Display Funds Summary helper.
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Modify Invoice : Funds summary for invoice INV-94, vendor BT

Fund ID »

ARRFIC
ARRNF
ARRREF
ARRYAF
CAFNF
CAFREF
FEWGEN
FEWREF
MOYGEN
MOYREF

Fiscal Cycle

2011
2011
2011
2011
2011
2011
2011
2011
2011
2011

Account Number

002-AR

005-AR

005-CA
000-FE
005-FE
000-MO
005-MO

Amount Invoiced Amount Paid

$0.00
$76.93
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

$55.97
$167.79
$22.99
$97.98
$71.85
$22.99
$19.95
$22.99
$35.98
$22.99

To save specific invoice fund information, including summarized
fund encumbrances/payments related to the invoice, to a file on your
workstation, click the Save Funds Summary helper. The helper
outputs the fund summary data in a comma-delimited format and
saves the data to a file with a .csv extension. This file can be viewed

using a spreadsheet application.

%

Click New Search to display another invoice or click Close to exit the

wizard.
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Review Vendor Invoices Wizard

Use the Review Vendor Invoices wizard to view summary information and
detailed information about all invoices attributed to a vendor.

To review vendor invoices:

. 1thin e Invoices group o1 wizards, Clic e eview enaor nvoices
1. Within the Invoices group of wizards, click the R Vendor I
wizard @ Review Vendor Invoices
. Ssin e Index drop-down, selec e 1mndex you want to use to
2.  Using the Index drop-d lect the index y tt t

search for the vendor, enter your information in the Search For field
and click Search. (You can leave the Search For field empty and click
Search to retrieve a list of all vendors for that fiscal cycle and library.)

3.  If more than one record matches your search, highlight the vendor
you want to view and click Display Invoices.

Review Yendor Invoices : Displaying Invoices for BT; ARRDWOOD SEE
Search for: |BT
Index: Yendor ID v Type:
Created in fiscal cycle: ¥  ®Search
Library: ARROWOOD ¥ OBrowse
Current: BT -—— ARROWOOD OExact
Summary| Amounts ‘ Dates| Numbers

@"
Invoice ID vendor 1D Native total invoiced Native total paid
-619.99 -519.09%
CREDIT-MEMO BT -%15.00 $0.00
INV-10 BT $25.00 $25.00
INV-11 BT $17.00 $17.09
INV-14 BT $153.97 $0.00
INV-15 BT $318.54 $318.54
INV-27 BT $25.00 $0.00
INV-2893-BT BT $234.40 $175.65
INV-4 BT $65.00 $65.00
INV-49 BT $667.93 $0.00
INV-55 BT $198.92 $0.00
INV-56 BT $548.06 $548.06
INV-57 BT $505.79 $0.00
ThIV_CQ nT E270 5N o267 N0 Y

Display Invoices [ Return to List H Display Another H Close l

4. Click Display Another to review invoices for another vendor or click
Close to exit the wizard.
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Paying an Invoice

The Pay Invoice wizard allows full or partial payments to be applied to an
entire invoice or to individual invoice lines.

To pay an invoice:
1.  Within the Invoices group of wizards, click the Pay Invoice wizard.

@ Pay Invoice

2. Search for the invoice you want to pay. You can search by invoice,
order, vendor, or catalog information. If more than one record
displays, double-click the invoice or highlight it and click Pay

Invoice.
Pay Invoice : Pay Invoice INV-94; BT; ARROWOOD -0 x
L@ ®
Payment Details
Check#: Date paid: TODAY

Invoice  Invlines

Lines: 13; Quantity:27; Total amount:$618.41; Tax paid to vendor:N;

‘
[ Select All
Sel...  Line Qu... Title Amount Link  Lin... Fisc... Dat... Par... Cov...
Coming back stronger : unleashing the... m--
0002 2 About face $37.980rder PO-... 2011 NEVER
0003 2Book of home remedies $51.900rder PO-... 2011 NEVER
0004 2 Let's bring back $39.90 Order PO-... 2011 NEVER
0005 4 11 Practice Tests for the SAT & PSAT, ... $91.96 Order PO-... 2011 NEVER
0006 1 Conscience of a conservative / Barry ... $10.990rder PO-... 2011 NEVER
0007 1 The travels of a T-shirt in the global ec... $18.950rder PO-... 2011 NEVER
0008 2Malcolm X : a life of reinvention / Man... $60.00 Order PO-... 2011 NEVER
0009 163 documents the government doesn'... $24.950rder PO-... 2011 NEVER
0010 2 This life is in your hands : one dream, s... $51.98 Order PO-... 2011 NEVER
0011 3 The Wilder life : my adventuresin the |... $77.850rder PO-... 2011 NEVER
0012 2 The gathering / Kelley Armstrong. $35.98 Order PO-... 2011 NEVER
0013 3 Eleven on top / Janet Evanovich. $53.97 Order PO-... 2011 NEVER
Pay Return to New
Selected Lines Search Search (b) Glose

3.  If necessary, enter the Check# you want to assign to this invoice. This
field is optional. If no check number is assigned at this time, leave this
field blank.

4.  If you want a different Date Paid than TODAY, type the date or use
the Calendar gadget to select a date.

S.  Select the box for each invoice line you want to pay or select the
Select All check box to pay the entire invoice.

6. Click Pay Selected Lines.
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Pay Inwoice: Confirmation

\i) Invoice payment summary

Invoice paid in full
Total amount:$618.41

| New Search | [Review This Invoicel l Close

7.  When you have completed the payment process, click Close to exit
the window.

—
: Y. ) You can also update the Date Paid and Amount Paid fields in the
= order line using the Modify Order wizard.

Locking and Unlocking Invoices

If your library outputs invoices to an external financial system, you can
prevent changes to invoices once the invoices have been output by
locking the invoice. Once the date locked is set, most changes to the
invoice are prevented. If you need to make changes to an invoice after it
has been locked, you must use the Unlock Invoice wizard to allow changes
to the invoice.

Locking an Invoice

Use the Lock Invoice helper to prevent changes to an invoice. Once the
invoice is locked no changes can be made to the invoice or to the invoice
lines, with the exceptions that the invoice extended information can be
edited and invoice lines can be paid using the Pay Invoice wizard or the
Pay Invoiceline tool. A behavior property in the Pay Invoice wizard allows
you to automatically set the Date Locked when the invoice is paid.

For more information about locking invoices, refer to the
WorkFlows online Help topic “FAQs: Locking Invoices.”
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To lock an invoice:

1.  Within the Invoices group of wizards, click the Modify Invoice wizard.

@ Modify Invoice

2.  Search for the invoice you want to lock. You can search by invoice,
order, vendor, or cataloging information. If more than one record
displays, double-click the invoice or highlight it and click Modify
Invoice.

Modify Inveice : Modify Invoice IN¥-94; BT; ARROWODD e

ey %‘\,—,

Lock Invoice

Invoice‘ Invlines‘ helper
Lines:13; Quantity:27; Total amount:$618.41; Tax paid to vendor:N;
Qu... Title Amount Link Link... Fisc... Dat... Part.. Cov...
0001 2 Coming back stronger : unleashing the... $62.00 Order PO-9... 2011 NEVER
0002 2 About face $37.980rder P0O-9... 2011 NEVER
0003 2Book of home remedies $51.900rder PO-9... 2011  NEVER
0004 2 Let's bring back $39.900rder P0O-9... 2011 NEVER
0005 411 Practice Tests for the SAT & PSAT, ... $91.96 Order P0O-9... 2011 NEVER
0006 1 Conscience of a conservative / Barry ... 4$10.990rder PO-9... 2011 NEVER
0007 1 The travels of a T-shirtin the global ec... 4$18.950rder PO-9... 2011 NEVER
0008 2Malcolm X : a life of reinvention / Man... $60.00 Order PO-2... 2011 NEVER
0009 163 documents the government doesn'... $24.950rder PO-2... 2011 NEVER
0010 2 This life is in your hands : one dream, s... $51.98 Order PO-2... 2011 NEVER
0011 3 The Wilder life : my adventures in the l... $77.850rder PO-2... 2011 NEVER
0012 2 The gathering / Kelley Armstrong. $35.98 Order PO-2... 2011 NEVER
0013 3 Eleven on top / Janet Evanovich, $53.97 Order PO-3... 2011 NEVER
Modify || Return to New
Invoice Search Search (b) ] Close

3.  Click the Lock helper.

Modify Invoice : Confirmation E|

\:.L; Lock this invoice?

Yes |ND |

@// An invoice cannot be locked until at least one line has been
added. An invoice cannot be locked if it needs proration or if an
invoice line is under linked. There is also a report that lets you
lock invoices in batch.

4.  Click Yes to confirm you want to lock the invoice.
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Modify Invoice : Modify Invoice INV-94; BT; ARRDWOOD

HEpm%a

Invoice ‘ Invilines ‘

Lines:13; Quantlty'27 Total amount:$618.41; Tax paid to vendor:N;
Qu... Tite Amount Link Link... | Fisc..
Cuming back stronger : unleashing the... ‘

0002 2 About face $37 98 Order 2011 NEVER
0003 2 Book of home remedies $51.90 Order PO—9... 2011 NEVER
0004 2 Let's bring back $39.90 Order PO0O-9... 2011 NEVER
0005 411 Practice Tests for the SAT & PSAT, ... $91.96 Order PO-9... 2011 NEVER
0006 1 Conscience of a conservative / Barry ... $10.99 Order P0O-9... 2011 NEVER
0007 1 The travels of a T-shirt in the global ec... $18.950rder PO0O-9... 2011 NEVER
0008 2Malcolm X : a life of reinvention / Man... $60.00 Order PO-2... 2011 NEVER
0009 163 documents the government doesn'... $24.950rder PO-2... 2011 NEVER
0010 2 This life is in your hands : one dream;, s... $51.98 Order PO-2.., 2011 NEVER
0011 3 The Wilder life : my adventures in the |... $77.850rder PO-2... 2011 NEVER
0012 2 The gathering / Kelley Armstrong. $35.98 Order PO-2... 2011 NEVER
0013 3Eleven on top / Janet Evanovich. $53.97 Order PO-3... 2011 NEVER

Modify Return to New

Invoice Search Search (b) ‘ ’ Close

5. Click Close.
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Unlocking an Invoice

Use the Unlock Invoice wizard to reverse locking. Unlocking an invoice
sets the date locked to NEVER and lets you make changes to the invoice.

To unlock an invoice:

1. Within the Invoices group of wizards, click the Unlock Invoice wizard.

'{% Unlock Invoice

2.  Search for the invoice you want to unlock. You can search by invoice,
order, vendor, or cataloging information. If more than one record
displays, double-click the invoice or highlight it and click Unlock
Invoice.

3.  Click Unlock Invoice again.

Unlock Invoice : Confirmation

‘f/ Unlock this invoice?

\‘_#
Yes | No |
4.  Click Yes to confirm that you want to unlock the invoice.
5.  Click Close to complete this transaction and exit the window.

6.  Use the Modify Invoice wizard to make changes to the unlocked

invoice.
n) o : . :
Y ) A behavior in the Reverse Payment of Invoices wizard provides for
= automatically unlocking an invoice when an authorized staff person

requests reverse payment of a locked invoice. A warning lets the staff
person know that the previously locked invoice has been unlocked.
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Reversing Payments of an Invoice

You can use the Reverse Payment of Invoice wizard to locate a paid invoice
or invoice lines and reverse the payment. When reversing a payment the
expended amounts become unexpended against the budget. The amount
reversed moves from the “paid” column back to the “invoiced” column in
the fund and vendor records information.

It is possible to undo payment of all invoice lines at once, or select
individual invoice lines for reverse payment. You can also edit the invoice
and invoice line extended information using this wizard.

To reverse payment of an invoice:

1. Within the Invoice group of wizards, click the Reverse Payment of

. . @ Reverse Payment of Invoice
Invoice wizard

2.  Search for the invoice for which you want to reverse payment. You
can search by invoice, order, vendor, or catalog information. If more
than one record displays, double-click the invoice or highlight it and
click Reverse Payment.

Revarse Payment of Invoice : Reverse Payment of Invoice INV-94; BT; ARROWOOD SER

Invoice| Invlines

Lines:13; Quantity:27; Total amount:$618.41; Tax paid to vendor:N;

;
¥ Select All
Sel... Line Qu... Title Amount Link  Lin... Fisc..
-EE_-EE--
& 0002 2 About face $37.980rder PO-... 2011
0003 2Book of home remedies $51.900rder PO-... 2011 7/19...
0004 2Let's bring back $39.90 Order PO—... 2011 7/19...
0005 411 Practice Tests for the SAT & PSAT, ... $91.960rder PO-... 2011 7/19...
0006 1 Conscience of a conservative / Barry ... $10.990rder PO-... 2011 7/19...
0007 1 The travels of a T-shirt in the global ec... $18.950rder PO-... 2011 7/19...
0008 2Malcolm X : a life of reinvention / Man... $60.000rder PO-... 2011 7/19...
0009 163 documents the government doesn'... $24.950rder PO-... 2011 7/19...
0010 2 This life is in your hands : one dream, s... $51.980rder PO-... 2011 7/19...
0011 3 The Wilder life : my adventures in the |... $77.850rder PO-... 2011 7/19...
0012 2 The gathering / Kelley Armstrong. $35.980rder PO-... 2011 7/19...
0013 3Eleven on top / Janet Evanovich. $53.97 Order PO-... 2011 7/19...
Reverse || Return to New
Pa;ment Search Search (b) Glose

3. Select the line(s) you want to reverse payment of or check the Select
All box to select all invoice lines.

4.  Click Reverse Payment.
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Lines:13; Quantity:27; Total amount:$618.41; Tax paid to vendor:N;

O Select All

0 0001 2Col \i‘) Invoice reverse payment summary

[0 0002 2 Abi

O 0003 5Bo Payment has been cancelled

0 0004 2Lef 13:2: ﬁ‘::;‘ljznt’wﬁ'%

[l 0005 411 ’

[0 0006 1Co

[0 0007 1Th

tl 0008 2Mal New Search ‘ iReview This Invoice] [ Close

0010 2 This life is in your hands : one dream, s... $51.98 Order PO-...

[0 o011 3 The Wilder life : my adventures in the |... $77.850rder PO-...

[0 0012 2 The gathering / Kelley Armstrong. $35.98 Order PO-...

[0 0013 3Eleven on top / Janet Evanovich. $53.97 Order PO-...
Return to New

Reverse
Payment

Search Search (b) H Close

5. Choose one of the following actions:

® New Search to search for a new invoice to reverse payment on.

® Review This Invoice to review the information for the invoice
you just reversed payment on.

® Close to complete this transaction and exit the window.

You can also reverse payments in the Modify Invoice wizard.
Payments can be canceled for order lines directly using the Modify
Order wizard.
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Creating a Credit Memo

To create a credit memo:

1. Within the Invoices group of wizards, click the Add Invoice wizard.
(’é& add Invoice

Add Inveice : Enter Invoice and Yendor ID = o =

Enter Invoice And Yendor ID

Invoice ID: | v|
Vendor ID: [#)
Library: ARROWOOD v|
Date invoiced: TODAY [#)
Created in fiscal cycle:|2011 V|
Tax Structure: V‘

Add Invoice Extended Info

‘ Add Invoice

Modify Add Another cl
Invoice Invoice (b) o8

2.  Type the Invoice ID, or select AUTO from the drop-down to have the
system assign a unique invoice ID number.

Add Invoice : Enter Invoice and Yendor ID = O ==

Enter Invoice And Vendor ID

Tnvoice TD: CM-TNV-87 v/
vendor ID: AMAZON &3]
Library: ARROWOOD v
Date invoiced: TODAY 2]
Created in fiscal cycle: 2011 V|
Tax Structure: NOMNE V|

The credit memo
number can be used
for the Invoice ID

Modify Add Another cl
Invoice Invoice (b) os¢

3.  Type the Vendor ID or click the Vendor ID gadget to search for a
vendor. Only one vendor can be selected.

Add Invoice Extended Info

‘ Add Invoice

4. The Date invoiced defaults to TODAY; however, you can change the
default if necessary.

5.  Ifyour library is using the Tax Structure features, select a structure
from the Tax Structure drop-down list. Libraries not configured to use
the Tax Structure feature will not see this field. If you are not going to
use a Tax Structure, select NONE.
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Click Add Invoice.
Click the Add Invoiceline tool.

Using the Link drop-down, select ADJUST.

© © N ©

Enter the amount credited as a negative number, e.g. -15.00.

10.  Using the Order ID gadget, search for and select the order and order
line for which you are receiving credit.

Add Invoice : Add Invoiceline CM-INV-87 /0001; AMAZON; ARROWOOD

Invoiceline

Line: Link:
Amount: Exchange: TABLE Quantity:
Order ID: Orderline: |1 v|| Fiscal cycle:
Title: Aristotle's Nicomachean ethics : a critical guide / edited by Jon Miller. /

Miller, Jon, 1970-
Acquisitions material type: v

Rebate: I:l

Add Modify
InVUiCEline Close (b)

11. Click Add Invoiceline.

<

MNONE tax handling:

12. Click Modify Invoiceline or Cancel.

13. When finished, click Close.

Refer to the WorkFlows online help topic “Processing Vendor
Refunds and Credits” for information on how to handle vendor credits
and refunds.
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Deleting an Invoice

If you need to delete an entire invoice or individual invoice lines from
your system the Delete Invoice wizard will let you remove unpaid
invoices/invoice lines. If the invoice or invoice lines have been paid, the
system will not let you remove the invoice or invoice line(s). If an invoice
or invoice lines are deleted, the amount in the invoice column moves back
to the encumbered column in the fund and vendor record information.

To delete an unpaid invoice:

1. Within the Invoices group of wizards, click the Delete Invoice wizard.
@ Delete Invaice

2. Search for the invoice you want to delete. You can search by invoice,
order, vendor, or catalog information. If more than one record
displays, double-click the invoice or highlight it and click Delete
Invoice.

Delete Invaice : Invoice 1D: IN¥-94; BT; ARROWODOD Se]
Invoice| Inviines

Lines:13; Quantity:27; Total amount:$618.41; Tax paid to vendor:N;

Oselect all
Sel... Line Qu... Title Amount Link Lin... Fisc... Dat... Par... Cowv...
Coming back stronger : unleashing the... m-
O 0002 2 About face $37.980rder PO-... 2011 7/19...
O 0003 2 Book of home remedies $51.900rder PO-... 2011 7/19...
O o004 2Let's bring back $39.900rder PO-... 2011 7/19...
O 0005 411 Practice Tests for the SAT & PSAT, ... $91.96 Order PO-... 2011 7/19...
O 0006 1 Conscience of a conservative / Barry ... $10.99Order PO-... 2011 7/19...
O 0007 1 The travels of a T-shirt in the global ec... $18.950rder PO-... 2011 7/19...
O 0008 2Malcolm X : a life of reinvention / Man... $60.00 Order PO-... 2011 7/19...
O 0009 163 documents the government doesn'... $24.950rder PO-... 2011 NEVER
O o010 2 This life is in your hands : one dream, s... $51.980rder PO-... 2011 NEVER
0O 0011 3 The Wilder life : my adventures in the l... $77.850rder PO-... 2011 7/19...
0O o012 2 The gathering / Kelley Armstrong. $35.980rder PO-... 2011 7/19...
0O 0013 3Eleven on top / Janet Evanovich. $53.97 Order PO-... 2011 7/19...

Delete
Selected Lines (r)

Return to
Search

New |
Search (b) Close

3.  Select the line(s) you want to delete or check the Select All box to
select all invoice lines.

4. Click Delete Selected Lines.

Delete Inwoice : Confirmation |

\:{/ Remove Selected Line Items?

Yes |ND |
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One of the following will happen:

® [f you chose to remove all invoice lines, the wizard will prompt
you with the message “Remove Invoice and All Line Items?” Click
Yes, and the invoice and all invoice lines will be removed. Click
OK to return to the Invlines tab.

® If you choose to remove selected invoice lines, the wizard will
prompt you with the message “Remove Selected Line Items?”
Click Yes, and only the selected invoice lines are removed. The
wizard displays a confirmation message indicating the number of
invoice lines removed. Click OK to return to the Invlines tab.

5. Click Close.
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Processing Iltems

There are three ways to create the item records for titles you have ordered
for the library:

® The Add Ordered Items to Catalog wizard

® The Add Item or Call Number and Item Maintenance wizard (in
Cataloging toolbar)

® The Load Bibliographic Records report

The method you choose depends on your library’s processes and decided
workflow.

The recommended method used in the Acquisitions module is the Add
Ordered Items to Catalog wizard because it adds the item records and loads
(completes) the order line.

If you use the Add Item or Call Number and Item Maintenance wizard you
must do so from the Cataloging module and you will have to manually
set the Date Loaded field in the order record for each order line items
created using this wizard. See the SirsiDynix Symphony Cataloging
training guide for instructions on how to use this wizard.

The Load Bibliographic Records report can also be used to create item
records for titles ordered. This is a convenient method to use when batch
creating shelf-ready items you receive from a vendor. If you use the
report to create your item records, you will have to either manually set
the Date Loaded field in the order record for each order line, or set the
Receive Orders wizard to set the Date Loaded as well as the Date Received.
See the SirsiDynix Symphony Cataloging training guide for instructions
on how to run the Load Bibliographic Records report.

In this section you will learn to:

® C(Create items using the Add Ordered Items to Catalog wizard.
® Use the Global Modification helper.

® Use the Modify Title helper.

® Understand how to create items with cataloging wizards.

® Understand how to load orders when using Bibload to create
items.
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Add Ordered Items to Catalog Wizard

The Add Ordered Items to Catalog wizard lets you quickly create a call
number record and copy (item) record for titles you just received. Once
the titles are loaded, the order status becomes “Complete.” Also, after the
item record is created, the “received” order status in the OPAC changes
to the status of the Home Location or a Current Location of “Available

Soon” for the item. The Loaded field in the order line is also updated with
the date the item record was created.

To use the Add Ordered Items to Catalog wizard:

1.  Within the Orders group, click the Add Ordered Items to Catalog

wizard. E &dd Ordered Iterns to Catalog

Add Ordered Items to Catalog : Item Search = =l e
£ Ak fg ==

Search for: v

Index: Title v rType:
Library: ALL v | @Keyword

. . OBrowse

Current: Evanovich, Janet. -— Eleven on top / Janet Evanovich. — 813.... OExact

Search for the title you want to create items for. If more than one title

displays, double-click the order or highlight it and click Load
Ordered Copies.
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Add Ordered Ttems to Catalog : Loading Order PO-98; 2011; ARROWOOD; BT

WaALBES

Title: Coming back stronger : unleashing the hidden power of adversity
Author: Brees, Drew, 1979-

Base call number: 248.86 Class scheme:

Distributions

Holding code: ARFICBKYA ~ |®/ Quantity: 2 Date received: 7/19/2011 Add Item

New
Search (g)

Return to

Search Closc

Add/Update Items (b) |

Modify the Base call number, if necessary. This is the most efficient

place for a cataloger to specify the call numbers for these items. All

call number records created for various libraries or for parts in a set
will share this base call number.

If you modify the Base call number field, the Class scheme field
becomes active. Modify the Class scheme for the base call number, if
necessary.

You can change the Holding code by selecting a different code from
the drop-down list, or by clicking the gadget to look up a code. You
can also accept the Holding code from the order line distribution
which is what displays by default.

The Date received displays the date this order line was received with
the Receive Orders wizard. If your behavior properties for this wizard

are set to allow receiving, you can receive the title and create the item
record from this screen by checking the Add Item box and entering a

Date received.

If a particular distribution should not be loaded (item created), clear
the corresponding Add Item check box.

Click Add/Update Items.
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Add Ordered Ttems

WRIE

Loading Order PO-08; 2011; ARROWOOD; BT e

Title: Coming back stronger ! unleashing the hidden power of adversity
Author: Brees, Drew, 1979~

Base call number: 248.86 Class scheme: DEWEY

Distributions

Holding code: &3
Item created

Quantity: 2 Date received: 7/1

New call number: 248.86 Class scheme: DEWEY v Library: ARI
New item ID: [97564-1001] Copy: 1
New item ID: 97564-1002 Copy: 2?2
v
3 >
Rett t Ni
’ Add/Update Items (b) ] ;el;r':r;ho Searif\:v(g) Close

Scan the New item ID (barcode), or type a new ID and click
Add/Update Items to complete the load.

Copies created through the Add Ordered Items to Catalog wizard

contain a link to the order line distribution record that created it. The

Date loaded field is automatically updated in the order line when
Add Ordered Items to Catalog process is completed.

® You can use the Global Item Modification helper to change item
values for one or more of the newly created copies. You can make
Item type, Home location, Item library, Shadow, Permanent,

Circulate, and Price changes to one or more items. '@'

-
~ rType
v

Hol §urrent: Let's bring backID:30947000227775 —-- Ctrl#:a97837 --- Copy:1 ® Exact
Itel EXACT Item ID 30947000227775, FEW: 1 record
Nev [ie Author Call number
Ney
Ret
Hol

v
Itel| Description Call Number/Item
Nev|=-m B Let's bring back - Price: $19.95 Item type: BOOK Ongoing cf
Nev| - [lliXX(97837.1) - ARROWOOD Home location: NF Current location: NF QOngoing re

=V il 306 BLU - FEW Item category 1: NONFICTION Item category 2: ADULT Checkouts
Re( ) 309470002277 75 = 1 - BOOK - N JEsEIC et 7/19/2011  Media desk: none  Renewals

= Vil 306 BLU - CAFFEY Date last charged: Never Previous user ID: Date last ¢

VI 30947000227774 - 1 - BOOK -NF || ast discharged: Never Last activity: Never
Date inventoried: Never Total checkouts: O
Times inventoried: 0 In-house uses: 0O
£ < 3 |« >
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Add Ordered Items to Catalog : Global Copy Edit - o =

Item Values to Modi

Item type: +| Home location: Item category 1:

Item category 2: [ »Willnot ... ~| Item library: »Willnot ... v Shadowed: »Willnot ...
Lo %

Permanent: »Will not ... +~| Circulate: »Will not . Price:

Cancel

® You can use the Modify Title helper to make necessary changes to
the bibliographic record. This helper lets you open the title record

in MARC view and make changes. @

Add Ordered Items to Catalog : Loading Order P0-98; 2011; ARROW0OD; BT

WadBiEE
= LR S

e

Title: EiE

SESI6 thipgs from times gone by / Blume, Lesley M. M,
Distri ol Bib“Ogl‘aDhiclMARC Holdings| Call Number/Item
Holdir & Shadow title
Item RecﬁTyk ‘a Bib_Lwvl m TypeCtrl Enc_Lwvl 4
New ' pesc |\ a Entrd 110503 |Dat_Tp s Datel 2010
Newi Date2 | Ctry cau Tllus a Audience
Repr \ Cont GovtPub ConfPub 0
Recoll resischr \ 0 Indx 0 Fiction 0 Biog
Lang \ eng Mod_Rec Source d
Holdir "as \
Item | - Tag Ingd. Contents
New | | [=l 042 Iccopycat s
Newi | [zlos0 o0 HM621|b.B598 2010
' |-los2 04 306[222
Recor | |zl 100 1 Blume, Lesley M. M. | 2UNAUTHORIZED
| =l 245 10 Let's bring back :|ban encyclopedia of forgotten-yet-delightful chic, useful, curious, and
otherwise commendable things from times gone by /|cLesley M.M. Blume, Grady
McFerrin,
[ =l246 3 Let us bring back
1=l 246 30 Encyclopedia of forgotten-yet-delightful chic, useful, curious, and otherwise 4
Al el €. : L
\
<

10. Click Close to exit the wizard or click New Search to look up the next
title for which you want to create items.

For more information about adding ordered items to the catalog,
refer to the WorkFlows online Help topic “FAQs: Adding Ordered
Items to the Catalog.”

;57
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Understanding the Results

Once you use the Add Ordered Items to Catalog wizard to create your item
records, a few things have happened in the system.

® The status of the order has changed from “Received” to
designated Home Location or a Current Location of “Available
Soon.” The OPAC display may look like this:

Item Details

[ keep

Place Hold Title

5 Author
Ly now ISBN:

Find more by this Item info:

authar
MNearby iterns on shelf

E. A. Arrowood Foundation Library

FIC LED

Item Details

[ keep Ttem Information
Place Hold Title
Buy now Author
Find more by this author Publisher:
Find rare on these topics Pub date:
Nearby items an shelf Pages:
ISBM:
Ttem info:

E. A. Arrowood Foundation Library

248.86 BRE

Item Information Catalog Record

About face
Leon, Donna
0780143116592
2 copies available at E. &, Arrowood Foundation
Library.
Holdings
Copies Material Location
2 Book Available soon

Catalog Record
Coming back stronger : unleashing the hidden
power of adversity
Brees, Drew, 1979-
Tyndale House Publishers,
c2010.

g e,
0721414229426
2 copies available at E. A, Arrowood Foundation
Library.
Holdings
Copies  Material Location
2 Book MNon-fiction Shelves

® Depending on the property settings for your Add Ordered Items to
Catalog wizard, the items may have been used to trap holds.

® Depending on the property settings for your Add Ordered Items to
Catalog wizard, the items may have been put in transit to the

owning library.

A staff member with system administrator privileges will need to set the
hold and transit property behaviors. The Add Ordered Items to Catalog has
the following transit and holds processing options:

Transit and Holds Processing:

@ Make items available at owning library/location; do not trap items to satisty holds
O Make items AVAILABLE_SOON; do not trap or transit items to satisfy holds

O Transit items to owning library; do not trap or transit items to satisfy holds

O Trap and/or transit items to satisfy holds, make remaining items AVAILABLE_SOON

O Trap and/or transit items to satisfy holds, make remaining items in transit to owning library
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For those items set to the Current Location of Available Soon, once the
item is shelf ready, staff can use the Discharging or Check Item Status
wizard to route the item to its next destination whether it be to the holds
shelf or to a shelf in the regular collection of the owning library.

Choose the Transit and Hold behavior settings that are appropriate for
your library.

Using Cataloging Wizards to Create Items

The Call Number and Item Maintenance and Add Items wizards can be used
to create and modify call numbers and create item records for ordered
materials. However, if you use the cataloging wizards to create item
records, you will have to either manually set the Date Loaded field in the
order record for each order line, or set the Receive Orders wizard to update
the Date Loaded as well as the Date Received. If the Date Loaded
contains the value of NEVER, the status of the item will show as ON-
ORDER or RECEIVED.

Item Information Catalog Record

Title Book of home remedies
Author
ISBN: 0781603201599
Item info: 2 copies availahle at E. &, Arrowood Foundation

Library.

Haoldings

E. A. Arrowood Foundation Library Copies  Material Location
615.88 MAY 2 Book Mon-fiction Shelves
2 order{s)
Library Copies Status Parts
Patrick Caffey Public Library 2 RECEIVED

To create items with the Call Number and Item
Maintenance wizard:

1. Navigate to the Cataloging toolbar and click the Call Number and Item
Maintenance wizard under the Common Tasks group of wizards.

B4 —all Murnber and Itern Maintenance

2.  Type search terms in the Search For box and click Search, or if
available, click the Current title.

3. Click Add Item.
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€all Number and Item Maintenance

Bfe &=

The red umbrella / Gonzalez, Christina Diaz, 1969-

Control| Bibliographic| Call Number/Item | Bound-with

=& The red umbrella - Gonzalez, Chr

R 1%X(97242,1) - ARROWOOD

Call number information

Call number: | xx(97242.1) Class scheme: |DEWEY -

Call library: ARROWOOD v

[OShadow call number

lReturn to Search] [Add Call Number”Add Item
4., Make modifications to the item information such as Home Location,
Item Type, Item Category 1 and 2, and Price.
Ttem information
Item ID: Copy number: 1
Type: BOOK v| Item library: ARROWOOD v
Home location: | JF | Current location: STACKS
Item catl: FICTION +| Item cat2: JUVENILE v
Media desk: «| Mumber of pieces: |1
Total charges: o Price: |$ 12,99
Permanent Circulate
O Shadow item
Extended information
Tag Contents
CIRCNOTE
PUBLIC
STAFF
5.  Enter the barcode of the item. If you scan the barcode, your scanner

should automatically save your changes. If you type in the barcode,

click Save.

6.  Modify the Call Number and Class Scheme, if necessary. When
orders are placed, an auto-generated call number can be used.

7. Click Save.

8.  Click Return to Search to add holdings to another title or click Close
to exit the wizard.

Adding items using the catalog wizards will not close the order as the
Add Ordered Items to Catalog does. If this date is not changed, the
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OPAC will display copies that are still on-order and copies that will
be available soon, on the holds shelf, or on the shelf in the general
collection. Therefore, the Date Loaded for this title must be updated
in the acquisitions information by using the Modify Order wizard and
modifying the order line information.

| Title info| Orderline| Segments,

O8EPO-39/6 (2) Fund ID: ARRJF [#  Funded quantity: 2
EANIYARRIF (2) AT
O ARFICBKIYV (2) |DatePaidi  [NEVER |
Amount: |
Holding code: ARFICBK1V V‘ Distributed quantity: 2
Received: 06/29/2011 v Packing List:
Loaded: v
NEVER E—
TODAY

Or you can update the Date Loaded for order lines in the Receiving
Orders wizard by selecting the “ Automatically Set Date Loaded for
Items Received” property of the wizard.

Defaults |

Search Preferences

Preferred search type:
@ Keyword CBrowse OExact

Preferred search index: | Order ID v
Item library: v
Orders for library: v

Interface Preferences

Preferred interface: ® Order O Orderline

Dates

Date received: TODAY

Automatically set date loaded for items received

Orderline extended information

Entries to display: |FULL |

For more information about creating call number and item records
with cataloging wizards, refer to the SirsiDynix Symphony
Cataloging training guide.
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Using Bibload to Create Items

The Load Bibliographic Records report can be used to create item records
for titles ordered. This method can be especially helpful when creating
shelf-ready items you receive from the vendor. Usually a 9XX tag that
contains all of the item information exists within each bibliographic
record. The system will match on the existing bibliographic records
created for the ordering process, update those bibliographic records, and
add item records for each library as defined by the 9XX tags.

However, if you use the report to create item records, you will have to
either manually set the Date Loaded field in the order record for each
order line or set the Receive Orders wizard to update the Date Loaded as
well as the Date Received. If the Date Loaded contains the value of
NEVER, the status of the item will show as ON-ORDER or RECEIVED.

Item Information Catalog Record

Title Book of home remedies
Author
ISBN: 0781603201599
Item info: 2 copies availahle at E. &, Arrowood Foundation

Library.

Haoldings

E. A. Arrowood Foundation Library Copies  Material Location
615.88 MAY 2 Book Mon-fiction Shelves
2 order{s)
Library Copies Status Parts
Patrick Caffey Public Library 2 RECEIVED

To receive and load orders simultaneously:

1.  Within the Orders group of wizards, right-click the Receive Orders
wizard.

2.  Click Properties.

3.  Select the Automatically Set Date Loaded for Items Received check
box.
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Receive Orders : Set Properties E

Display property page: C Wizard Startup @ Never

Defaults

Search Preferences “

Preferred search type:
@ Keyword O Browse OExact

Preferred search index:| Order 1D v
Item library: v
Orders for library: v

Interface Preferences

Preferred interface: @ Order © Orderline

Dates

Date received: TODAY

Automatically set date loaded for items received

Orderline extended information

Entries to display: |FULL ‘

4, Click OK.

. ‘ _ I
5.  Click the Receive Orders wizard. ﬁ FEelvE Lrders

6.  Search for the order you want to receive. You can search by order or
cataloging information. If more than one record displays, double-click
the order or highlight it and click Receive Orders.

7.  Select the titles you want to receive changing the number of copies
and distribution if necessary.

Receive Orders | Receive Gopies PO-98; 2011; ARROWOOD; BT

W @

# (2) PO-98 2011 ARROWOOD
~{0) Line 6 11 Practice T... Title:
{0) Line 3 About face
{0} Line 4 Book of home ...
{0) Line 2 Coming back s...
~{0) Line 7 Conscience of...

EQCN(2) Line 5 Let's bring b...

Let's bring back
Orderline ISXN: 9780811874137
Title control number: a97837 Catalog key: 97837

Orderline info

-2 (1) CAFNFBK Quantity receiving:2 | Quantity expected: 2
~-d& (1) FEWNFBK Quantity ordered: 2 Quantity received: 0
{0) Line 8 The travels o... Extended price: $39.90

Unreceived distributions

Holding code: CAFNFBK Quantity expected: 1
Holding code: FEWNFBK Quantity expected: 1

Bibliographic Info
Call number: XX(97837.1)

Receive
Selected
Orderlines

Receive Another || Close
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8. Click Receive Selected Orderlines.

9. When you are finished receiving items, click Close.

Below is the updated Date Received and Date Loaded fields using the
property within the Receive Orders wizard:

Display Order : Display Ordedine P0-98/3; 2011; ARROWOOD e

w &

Description: Let's bring back

Order Orderline| Segments | Invoices| Order History| Serial Controls

EE'O’_QS" 5 (2 Fund ID: CAFNF Funded quantity: 1
-2 CAFNFBK (1) Date paid: 7/19/2011 Amount: $19.95 Quantity: 1
=8 FEWGEN (1) Amount invcd: $0.00 Quantity: 0
& FEWNFBK (1) |Holding code: CAFNFBK Distributed quantity: 1
Received: 7/19/2011' Packing List: PACKING-233 I Loaded: 7/19/2011'
Fund ID: FEWGEN Funded quantity: 1
Date paid: 7/19/2011 Amount: $19.95 Quantity: 1
Amount inved: $0.00 Quantity: 0
[Holding code: FEWNFBK Jistributed auantity:
Received: 7/19/2011| Packing List: PACKING-233 |Loaded: 7/19/2011

Close
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Generating Claims

There are three basic ways for a claim to be associated with an order line:

® When an order passes its Date to Claim, the Create Late Order
Claims report can automatically add a claim segment to the
appropriate outstanding line items on that order.

® SirsiDynix Symphony automatically creates a claim segment if, for
a multipart or multi-copy line item, some, but not all of the parts
or copies are received through the Receive Orders wizard.

® You may create a claim segment at the workstation as well.

In this section you will learn to:

® Manually create a claim segment.
® Understand how the system automatically creates short claims.
® Understand how the system creates late claim segments.

® Understand how to notify vendors of claims.

Manually Creating a Claim

A claim is typically created when ordered materials do not arrive on time,
and the claim period specified in the vendor record has passed. You can
also create claims for other reasons. For example, you might create a
claim for materials that arrive damaged or defective.

Creating claim records helps you track items that have not been received.
They also trigger an automated report process that notifies vendors of
outstanding items.
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To create a claim:

1.  Within the Orders group of wizards, click the Modify Orders wizard.
ﬁ Modify Crder

2.  Search for the order in which you want to add a claim.

3.  Select the order and click Modify Order.

Modify Order : Modify Order PO-37; 2011; ARROWOOD; BT -

ek
Order Orderlines‘

Total: Orderlines 8; Quantity 15; Amount $364.35

Title Line Quantity Extended ... Funding Distribution
Eleven on top / Janet Evanovich.
Four to score / Janet Evanovich. 2 3 4$68.01 multi multi
Finger lickin' fifteen / Janet Evanovich. 3 4 $79.48 mult multi
Were you born on the wrong contine... 4 1 4$25.95 ARRNF ARNFBK
Bespoke : the men's fashion of savile ... S 1 $65.00 ARRINE ARNFBK
Beyond the crash : overcoming the fir... 6 1 $26.00 ARRNE ARNFBK
The Lexus and the olive tree / Thoma... 7 1 $15.95 ARRNF ARNFBK
The fortune at the bottom of the pyra... 8 1 $29,99 ARRNE ARNEBK

Save Your - Return to New
\ Changes (m) Ginish ‘ ’ Search Search (b) ‘ ’ Close)

4.  Double-click the order line for which you want to claim or highlight it
and click the Modify Orderline tool.

5.  Click the Segments tab.

6. Click the Add a Claim tool.

Title info| Orderline Segmentsl

DS Claim reason: LATE v Qu?\ntity: \1 \
= [li= ARRNF (1) Status: OPEN ~|Claim on: ToDAY v
~ 04 ARNFBK (1) Mailed: NEVER ¥ | Times claimed: o ]
Response: ~ Responded: ‘NEVER V‘
Fund ID: ARRNF [#  Funded quantity: 1 |
Date paid:  NEVER v
Amount: |
Holding code: ARNFBK V‘ Distributed quantit\/:‘l ‘
Claim Segment Received: NEVER v‘Packing List: I |
Loaded: NEVER v
S Yi
*g}\::ngoel;r Cancel || Close (b) ]

7.  Using the drop-down, select a Claim Reason.
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8. If necessary, in the Quantity field, enter the number of copies to claim.

Do not update the Mailed or Times Claimed fields if you are using the
Vendor Acquisition Claim notice report to generate notices. If you are
not going to generate notices through WorkFlows, you can update
these fields at this time.

The Response and Responded fields are not typically updated until
the vendor sends a reply about your claim.

9.  Click Save Your Changes.

For more information about working with claim segments, refer to
the WorkFlows online Help topic “FAQs: Working with Claim
Segments.”

Insufficient Claims

When you receive only a partial number of copies ordered, the system
can automatically create a claim of SHORT. The Receive Orders wizard is
delivered to automatically claim unreceived copies.

Receive Orders : Set Properties

Display property page: © Wizard Startup ®Never

Behavior Defaults| Helpers

Auto generate packing list numbers
O Auto distribute partially received orderlines

O Supply default values for quantity received (receive orderline interface)

I Automatically claim unreceived Copiesl

Owarn when receiving an orderline which has amount split funding segments with amount 0
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Below is what the Receive Orders wizard will show if you have received an
insufficient number of copies for an order line:

Receive Orders : Receive Copies PO-37; 2011; ARROWOOD; BT

W e e @

O (4) PO-37 2011 ARROWOOD

[ (1) Line 5 Bespoke : the...
(0) Line 6 Beyond the cr...

~(0) Line 1 Eleven on top...

=0
& (1) ARFICBK 7/19/2011 PACKING-234
3 (1) ARFICBK 7/19/2011 PACKING-234
¢ (1) MOYFICBK 7/19/2011 PACKING-234

I @ (1) SHORT OPEN |

(0) Line 2 Four to score...

Title: Finger lickin' fifteen / Janet Evanovich
Orderline ISXN: 9780312383282

Title control number: 9780312383282 Catalog key: 97209

Orderline info

Quantity receiving: |1
Quantity ordered: 4
Extended price: $79.48

Quantity expected: 1
Quantity received: 3

[0 (1) Line 8 The fortune a...
-~ (1) Line 7 The Lexus and...
~(0) Line 4 Were you born...

>

Unreceived distributions

Holding code: MOYFICBK
Quantity receiving: |1

Quantity expected: 1

Bibliographic Info
Call number: XX{(97209.1)

Receive
Selected
Orderlines

Receive Another

Close

Below is what you would see if you used the Display Order wizard to
view this order line:

Order| Orderline| Segments | Invoices

Order History| Serial Controls

EF% Fund ID: ARRFIC Funded quantity: 2
G}‘A‘RFICBK (1) Date paicl: NEVER Amount: Quantity: 0
4 ARFICBK (1) Amount inved: $0.00 Quantity: 0
« MOYGEN (2) A L .
& MOYFICBK (1) |Holding code: ARFICBK Distributed quantity: 1
& MOYFICBK (1) |Received: 7/19/2011 Packing List: PACKING-234 Loaded: NEVER
""" B SHORT (1) Holding code: ARFICBK Distributed quantity: 1
Received: 7/19/2011 Packing List: PACKING-234 Loaded: NEVER
Fund ID: MOYGEN Funded quantity: 2
Date paid: NEVER Amount: Quantity: 0
Amount inved: $0.00 Quantity: 0
Holding code: MOYFICBK Distributed quantity: 1
Received: 7/19/2011 Packing List: PACKING-234 Loaded: NEVER
Holding code: MOYFICBK Distributed quantity: 1
Received: NEVER Packing List: Loaded: NEVER
Claim reason: SHORT Claim on: 7/19/2011 Quantity: 1
Mailed: NEVER Times claimed: 0 Status: OPEN
Response: Responded: NEVER

Close
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Automatic Late Claims

The Create Late Order Claims report creates claim segments for order line
items that have not been received by the order’s Date to Claim. If a Date
to Claim value is not set manually in the order, purchase order reports set
the order’s date to claim based on the number of days in the claim period
of the vendor record added to the date the order was mailed.

vendor Information Vendor Exte_nded Information Addresses EDI Address
Vendor Cycle Information Deposit Account Discount Table

Vendor cycle:2011

Library: ARROWOQOD Fiscal cycle: 2011
Qrder claim period: 30 Order cancel period: 90
Total ordered: $4836.21 Total invoiced: $643.01
Total encumbered: $1086.15 Total paid: $3064.45
Average order price: $22.39 Average Paid Price:  $20.99
Total orders: 30 Quantity ordered: 216
Quantity paid: 146 Quantity not received: 29

Claims sent: 0 Quantity claimed: 0
Quantity canceled: 0

Average days to receive: 0 Average discount: 6.25%

When a particular order line passes the order’s Date to Claim, a claim
segment can be added to select outstanding order line items using this
report. The Date to Claim for each claim segment created is set to the
report run date. The Claim Reason for each claim created is LATE (or
another claim reason with a LATE type).

ﬁ\_ For further information about this report, refer to page 212 of this
V4 training guide.

Notifying Vendors of Claims

The Vendor Acquisition Claim report generates notices for vendors
regarding order claims. It finds order line items that have passed the
order’ date to claim and generates claim notices to vendors. Each time the
Vendor Acquisition Claim Report is run with the Count as a Notice Sent
value set to Yes, the selected order claim segments” Times Claimed and
Date Mailed fields are updated. Before a notice can be generated, a claim
segment needs to be created.

ﬁ\_ For further information about this report, refer to page 215 of this
V4 training guide.
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Appendix A: Acquisition
Reports

The Acquisition group of reports is used only by libraries that have the
Acquisitions module. These reports can produce a great deal of
information about ordering, invoicing, funds, and vendors.

In this section you will learn how to:

® Print purchase orders.
® [ist order and order line information.
® (reate late order claims.

® Send vendors acquisition claim notices.

Printing Purchase Orders

When you are ready to send orders to vendors, Symphony provides three
options:

® Print Ready Purchase Orders report
® Print Purchase Orders report

® Print Specific Purchase Orders report
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Print Ready Purchase Orders Report

The Print Ready Purchase Orders report is used most to keep up to date
with periodic batch printing of purchase orders. As orders are placed,
library staff can update an order as often as necessary. When the order is
complete and ready to be mailed to the vendor, staff can set the Date
Ready and continue placing orders with other vendors.

Is this order ready?

Date ready: TODAY v
Date to claim: NEVER
Date to cancel: NEVER
Save and Add
Another Order ‘ Save and Close || Close

At the end of the day or week, or at the beginning of a new fiscal cycle, all
the orders that were marked as ready to be placed can be printed in
batch. They can also be emailed to the vendor. You can schedule this
report to run regularly, so that all purchase orders marked as ready are
automatically printed.

To print ready purchase orders:
1. Navigate to the Reports toolbar.

2.  Click the Schedule New Reports wizard. ) schedule New Reports

3.  Click the Acquisition tab.

4.  Double-click the Print Ready Purchase Orders report or highlight it
and click Setup & Schedule.

5. Click the Order Selection tab.
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Schedule New Reports : Schedule Print Ready Purchase Orders =1 G
i

Basic| Order Selection | Sorting | Order ID Motice

Library: ARROWOOD
Date ready: DO
Date mailed: NEVER

| Schedule |[ Run MNow (b H Save As Template H Cancel l

6.  The default values select any ready order in your acquisitions
(station) library that has never been mailed. Change any of the
selections if necessary.

7.  Click the Sorting tab and select how you want the purchase orders to
sort.

8.  Click the Order ID Notice tab and make any other necessary
selections such as a different notice text and checking the box to
Count as a Notice Sent.

9.  Click Run Now to run the report now, or click Schedule for the report
to run at a later time.

The Date to Claim field in an order is updated if the Date to Claim
field was NEVER and the Count as a Notice in this report is selected.
This can later facilitate the claiming process when an order has not
been received in a timely manner.

To schedule this report regularly:
1. Follow steps 1-8 from above.
2.  Click Schedule.
3. Under Schedule, click one of the following:
® Daily - this schedules the report to run each day or every so many

days. Under Interval Days, type how many days are to pass
before the report runs again.
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® Weekly - this schedules the report to run one or more selected
days of the week. Under Days of the Week, the select the check
box next to each day of the week on which the report is to run.

® Monthly - this schedules the report to run one or more selected
days of the month. Under Days of the Month, select the check box
next to each day of the month on which the report is to run.

4.  Under Start Running On, use the calendar to select the starting day,
and type or select the starting hour, minute, and AM or PM.

Schedule
O ASAP O Oncel O Daily @ Weekly © Monthly

Start running on Days of week
&= July 2011 = O Sunday
s M T W T F S Monday
1 2 O Tuesday

3 4 5 6 7 8 O
10 11 12 13 14 15 16
17 18 195 21 22 23 UHThursday
24 25 26 27 28 29 30 Friday
31

3 Wednesday
0

L Saturday

04 : 00 PM|{>]

5. If you want to have the purchase orders emailed to the vendor, click
the Auto Email to Recipients with Email Addresses in Their Patron
Record check box.

Printing/Distribution

OSend to printer

Save to Finished Reports Wizard

Email to Individual(s) Format

MAuto email to recipients with email addresses in their patron record

Reply to:|user_email@sirsidynix.com v

6.  Fillin the Reply To field to use as the sender’s address as well as the
reply address.

7.  Make any other necessary selections.
8.  Click Schedule.

9.  Click Close.
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Print Purchase Orders Report

The Print Purchase Orders report provides the most flexible selection
options of all the purchase order reports. It can be used to generate
purchase orders for new line items. For example, the library keeps a
single purchase order open throughout the fiscal cycle, but regularly
sends just the newly entered order line item(s) to the vendor.

To print purchase orders:

1. Within the Reports toolbar, click the Schedule New Reports wizard.
fﬁ% Schedule Mew Reports

2.  Click the Acquisition tab.

3.  Double-click the Print Purchase Orders report or highlight it and click
Setup & Schedule.

4.  Click the Vendor Selection tab and make any necessary selections.
For example, choose a particular vendor with the Name gadget.

Schedule New Reports : Schedule Print Purchase Orders = el
i
Order Line Selection Cancel Selection Sorting Order 1D Notice
Basic Vendor Selection vendor Cycle Selection Order Selection
Library: ARROWOOD &
MName:

Address1 entry:

Address? entry:

Address3 entry:

EDI info:

Extended info:

Accounting address indicator: O Address 1 © Address 2 O Address § @ All of above
Service address indicator: O Address 1 O Address 2 O Address 3
Order address indicator: O Address 1 C Address 2 O Address 3

Customer number:

All of above

Il of above

Group 1: Use the Name
Group 2: gadget to select a
Group 3: specific vendor
Currency:
Ordering allowed: O ¥Yes O No @ Both
Pavina allowed: © ¥Yes O No @ Both e

| Schedule || Run Mow (b) H Save As Template H Cancel l

5.  Click the Vendor Cycle Selection tab and make any necessary
selections. For example, choose a particular fiscal cycle with the Fiscal
Cycle gadget

6.  Click the Order Selection tab and make any necessary selections.
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7.  Click the Order Line Selection tab and make any necessary
selections. For example, if you want the report to always send newly
entered order line items, enter the appropriate dates with the Date
Ordered and Date Mailed gadgets.

Schedule New Reports : Schedule Print Purchase Orders = O =
i
Basic Vendor Selection Yendor Cycle Selection Qrder Selection
Order Line Selection Cancel Selection Sorting Order 1D Notice
Library: ARROWOOD &
Date ordered:
Date mailed:
Date to renew:
Renewal period:
Number of segments;
Number of copies:
MNumber of copies claimed:
Number of copies cancelled:
Number of copies delivered:
Number of copies holding dist:

Number of copies funded: Use the Date Ordered or
Number of copies received: Date Mailed gadgets to
Number of copies invoiced: create purchase orders for

Number of copies paid: newly entered order lines

Number of copies loaded: throughout the fiscal cycle

Multiple parts: © Yes O No @ Both
Dart namec: %] A7

| Schedule || Run Now (b} H Save As Template H Cancel ]

8.  Click the Cancel Selection tab and make any necessary selections.

9.  Click the Sorting tab and select how you want the purchase orders to
sort.

10.  Click the Order ID Notice tab and make any other necessary
selections such as a different notice text.

11. Click Run Now to run the report now, or click Schedule to run the
report at a later time.
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Print Specific Purchase Orders Report

The Print Specific Purchase Orders report produces specific purchase
order notices individually rather than in batch. For example, you can
reprint a purchase order that was lost in the mail or did not print
correctly.

To print specific purchase orders:

1.  Within the Reports toolbar, click the Schedule New Reports wizard.
fﬁ% Schedule Mew Reports

2.  Click the Acquisition tab.

3.  Double-click the Print Specific Purchase Orders report or highlight it
and click Setup & Schedule.

4.  Click the Fiscal Cycle And Purchase Order tab.

Schedule New Reports : Schedule Print Specific Purchase Orders =1
i
Basic| Fiscal Cycle And Purchase Order | Order ID Notice

Fiscal cycle and purchase order:

| Schedule H Run Now (b) H Save As Template H Cancel ]

5.  Click the gadget and enter the Library and Fiscal Cycle with the drop-
downs. If you try to search without these drop-down boxes
populated, you will receive an error message.
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Gadget : Fiscal Cycle And Purchase Order

Index: |Order number v| Library: o

Search for:| | Flsc;wcle: v

Order number Vendor ID / QOrder type

Select a Llbrary and
Fiscal Cycle

Order number Fiscal cycle Library

6. Enter a search or leave the Search For field blank and click Search.

7.  Select the PO you want to send, click the arrow pointing down, and
click OK.
Gadget : Fiscal Cycle And Purchase Order - o x
Index:‘Order number V‘ Library:| ARROWOOD W
search for:| ‘ Fiscal cycle:| 2011 e
Order number Vendor ID Order type
PO-176 AMAZON FIRM L
PO-178 AMAZON STANDING
1
PO-18 BT FIRM
PO-180 BRILL FIRM v
NN
Order number Fiscal cycle Library
PO-179 2011 ARROWOOD
Highlight the order
and click the arrow
pointing down

8.  Click the Order ID Notice tab and make any other necessary
selections such as a different notice text.

9.  Click Run Now to run the report now, or click Schedule to run the
report at a later time.
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Listing Orders and Order Lines

Acquisitions

The List Orders, Lines report can be used to obtain a variety of
information about the orders and order lines within the Acquisition
module. For example, you can make selections to view a list of titles
ordered but not received. This report can be used to generate a list of
orders to cancel if the vendor has not sent the order in a specified number
of days. The List Orders, Lines report could also produce a list of titles in
dated orders that need to be renewed.

To create a list of orders and order lines:

Within the Reports toolbar, click the Schedule New Reports wizard.
ﬁﬁ Schedule Mew Reports

Click the Acquisition tab.

Double-click the List Orders, Lines report or highlight it and click
Setup & Schedule.

Click the Order Selection tab.

Make any necessary selections. For example, to generate a list of
orders to cancel, click the Date to Cancel gadget. You can use the On,
Before, After, or Range buttons to establish a specific cancellation
date or range of dates and click OK.

Schedule New Reports : Schedule List Orders, Lines

- Gadget : Date Range _ o x
Basic| Style Sheet| Order Selection | Order Line Select
Library: ARROWOOD
Fiscal cycle: [ On H Before “ After l
Type:
Range || No date Any

Date created: [ H “ l
Date modified: Use data for this date|
Date ready:
Date mailed:

@&l @[l

Date to claim:
Date to cancel:

Number of line items: >0
Number of copies on order:
Number of copies received:
Number of copies claimed:
Number of copies cancelled:
Number of copies paid:
Number of copies invoiced:
Amount ordered:

A [#]

To generate a list of orders to
cancel, use the Date to
Cancel gadget and establish
a specific date or date range.

Amount funded:
Amount invoiced:
Total amount paid:
Extended info:

FEEEEEEEEEE

l Schedule H Run Now (b) H Save As Template H Cancel ]
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Click on the Order Line Selection tab.

Make any necessary selections. For example, use the Date to Renew
gadget to produce a list of dated orders to renew. You can use the
On, Before, After, or Range buttons to establish a specific
cancellation date or range of dates and click OK.

Schedule New Reports : Schedule List Orders, Lines sy —

Basic| Style Sheet| Order Selection| Order Line Selection  Sor

Library: ARROWOOD

l on H Before H After]
Date ordered:

l Range H No date H Any ]

(e

Date mailed:
Date to renew: Use data for this date]|
Renewal period:
Number of segments:
Number of copies:
Number of copies claimed:
Number of copies cancelled:
Number of copies delivered:
Number of copies holding dist:
Number of copies funded:
Number of copies received:
Number of copies invoiced:
Number of copies paid:
Number of copies loaded:
Multiple parts: © Yes ONo ® Both
Part names:
Entry list:
Extended info:
Unit list price:
Vendor's unit list price:

Currency:

Exchange rate:
Exchange frozen: C Yes ONo ® Both ~

To produce a list of dated
orders to renew, use the
Date to Renew gadget and
establish a specific date
or date range

FEEEREREERED®

[ Schedule ” Run Now (b) ” Save As Template H Cancel ]

Click the Sorting tab and select how you want the list to sort.

Click the Print Order tab and make selections to determine what
order information prints in the report output. To help you determine
exactly what type of information is printed for each option, refer to
the WorkFlows online Help files.
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Schedule New Reports : Schedule List Orders, Lines — ol =

Basic| Style Sheet| Order Selection| Order Line Selection| Sorting| Print Order

Order Information
OAmount ODates
OExtended O Numbers

Order Line Information
OAmounts [OBibliographic ODates

OExtended COMiscellaneous CONumbers

Segments Information
[OCancellation [CClaiming

[ Distribution COFunding

OSubtotals

CSummary

O XML output

OOrder/Order Line record per page

| Schedule H Run Now (b) l [ Save As Template ] I Cancel ]

10. Click Run Now to run the report now, or click Schedule to run the
report at a later time.
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Generating Claims

Claiming in the Acquisitions module is a two-step process with a
suggested first step:

® Generate a list of items to be claimed via the List Order Claims
report.

® Create claim segments either manually or via the Create Late
Order Claims report.

® Generate claim notices and send them to the vendor with the
Vendor Acquisition Claim notice.

List Order Claims

You can use the List Order Claims report as a test of your selection
criteria for the Create Late Order Claims report. The first set of steps is
for those who use the Claim Period within the vendor record.

Vendor cycle:2011

Library: ARROWOOD Fiscal cycle: 2011
Order claim period: 30 Order cancel period: a0
Total ordered: $4860.20 Total invoiced: %£643.01
Total encumbered: $1110.14 Total paid: $3064.45
Average order price: $22.29 Average Paid Price:  $20.99
Total orders: 31 Quantity ordered: 218
Quantity paid: 146 Quantity not received: 31

Claims sent: 0 Quantity claimed: 0
Quantity canceled: 0

Average days to receive: 0 Average discount: 5.85%

The second set of steps is how to generate a list of items to be claimed if
the Claim Period in the Vendor record is not used.

To create a list of items to be claimed if you use
the Claim Period in the vendor record:

1.  Within the Reports toolbar, click the Schedule New Reports wizard.
% Schedule Mew Reports

2.  Click the Acquisition tab.

3.  Double-click the List Order Claims report or highlight it and click
Setup & Schedule.

4. Click the Order Selection tab.
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Schedule New Reports : Schedule List Order Claims = E =

Basic | Style Sheet Vendor Selection Vendor Cycle Selection
Claim Selection Sorting Print Order
Order Selection Order Line Selection
Library: ARROWOOQOD
Fiscal cycle:
Type:
Date created:
Date modified:
Date ready:
Date mailed:
Date to claim:
Date to cancel:
Number of line items:|>0
Number of copies on order:
Number of copies received:
Number of copies claimed:
Number of copies cancelled:
Number of copies paid:
Number of copies invoiced:
Amount ordered:
Amount funded:
Amount invoiced:
Total amount paid:
Extended info:

| Schedule H Run Now (b) H Save As Template H Cancel ]

5.  Click the Fiscal Cycle gadget.
6.  Enter a fiscal cycle and click OK.

7.  Click the Date to Claim gadget.

8.

Click the Date Depends on the Report Run Date helper.
9.  Inthe Start Date area, select Since the Beginning of the System.

10. In the End Date area, select Before, enter 1, and select Months from
the drop-down.
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11.
12.
13.

14.
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Gadget : Date Range

e

Use data for dates within a period starting from the

beginning of the system ending 1 month before the report
run date.

Start date

@® Since the beginning of the system

O The date this report will be run
O Before
O After

==
End date

O No ending date

O The date this report will be run
® Before

O After

1 B B|M0nths V|

Click OK.
Click the Type gadget.

Select FIRM from the List to Choose From, place it in the List Selected
and click OK.

Gadget : Order Type

@ Includes selected policies =
O Excludes selected policies

C Contains invalid policy

) Contains no policy

List to choose from

APPROVAL
BLANKET
ELECTRONIC

List selected
FIRM

GIFT
MEMBERSHIP
MONOSER
STANDING
SUBSCRIPT

[#

Click the Sorting tab and select how you want the list to sort.




15.  Click the Print Order tab and make selections to determine what
order information prints in the report output. To help you determine
exactly what type of information is printed for each option, refer to
the WorkFlows online Help files.

Schedule New Reports : Schedule List Orders, Lines — o=
Basic| Style Sheet | Order Selection | Order Line Selection| Sorting| Print Order

Order Information
OAmount ODates
OExtended O Numbers

Order Line Information
OAmounts [OBibliographic ODates

OExtended COMiscellaneous CONumbers

Segments Information
[OCancellation [CClaiming

[ Distribution COFunding

OSubtotals

CSummary

O XML output

OOrder/Order Line record per page

| Schedule H Run Now (b) l [ Save As Template ] I Cancel ]

16. Click Run Now to run the report now, or click Schedule to run the
report at a later time.

To create a list of items to be claimed if you do
not use the Claim Period in the vendor record:

1.  Within the Reports toolbar, click the Schedule New Reports wizard.
'@ Schedule Mew Reports

2.  Click the Acquisition tab.

3.  Double-click the List Order Claims report or highlight it and click
Setup & Schedule.

4. Click the Order Selection tab.
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10.

11.
12.
13.

Schedule New Reports : Schedule List Order Claims = G

Basic | Style Sheet Vendor Selection Vendor Cycle Selection
Claim Selection Sorting Print Order
Order Selection Order Line Selection

Library: ARROWOOD
Fiscal cycle:
Type:
Date created:
Date modified:
Date ready:
Date mailed:
Date to claim:
Date to cancel:

Number of line items: |0
Number of copies on order:
Number of copies received:

Number of copies claimed:

Number of copies cancelled:

Number of copies paid:

Number of copies invoiced:

Amount ordered:

Amount funded:

Amount invoiced:

Total amount paid:
Extended info:

(¢][¢] [&] [¢][¢] [&][¢] [¢] (&) [¢] [¢]

| Schedule H Run Mow (b) H Save As Template H Cancel |

Click the Fiscal Cycle gadget.
Enter a fiscal cycle and click OK.

Click the Date Mailed gadget.

Select the Date Depends on the Report Run Date helper.

In the Start Date area, select Since the Beginning of the System.

In the End Date area, select Before and choose the number of days to
wait before considering the order late. Many libraries use 90 days
past the order date. Change the number in the field to 90 “days
before” as the end date.

Click OK.

Click the Type gadget.

Select FIRM from the List to Choose From, place it in the List Selected
and click OK.
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Gadget : Order Type

@ Includes selected policies =
O Excludes selected policies

O Contains invalid policy

O Contains no policy

List to choose from List selected

APPROVAL FIRM
BLANKET
ELECTRONIC

GIFT
MEMBERSHIP
MOMNOSER
STANDING
SUBSCRIPT

@

14.  Click the Sorting tab and select how you want the list to sort.

15.  Click the Print Order tab and make selections to determine what
order information prints in the report output. To help you determine

exactly what type of information is printed for each option, refer to
the WorkFlows online Help files.

Schedule New Reports : Schedule List Orders, Lines -

Basic| Style Sheet| Order Selection | Order Line Selection | Sorting| Print Order

Order Information
OAmount [Dates
OExtended ONumbers
Order Line Information
OaAmounts OBibliographic O Dates
[JExtended [IMiscellaneous [1Numbers
Segments Information
[JCancellation [1Claiming

ODistribution [OFunding

O Subtotals

OSummary

OXML output

[ Order/Order Line record per page

‘ Schedule H Run Now (b) H Save As Template H Cancel ]

16. Click Run Now to run the report now, or click Schedule to run the
report at a later time.
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Create Late Order Claims Report

The Create Late Order Claims report creates claim segments for order
lines that have not been received.

If the Date to Claim value is not set manually in the order, purchase order
reports set the order’s date to claim based on the number of days in the
Claim Period of the vendor record added to the date the order was
mailed. The Claim Reason created is LATE.

Dates

Date created: 3/14/2011 Date modified: 3/15/2011
Date ready: 3/14/2011 Date mailed: 3/14/2011
Date to claim: 4/28/2011 Date to cancel: 7/12/2011

If you ran the List Order Claims report, use the same selection criteria for
this report.

To create late order claim segments:

1.  Within the Reports toolbar, click the Schedule New Reports wizard.
% Schedule Mew Reports

2.  Click the Acquisition tab.

3.  Double-click the Create Late Order Claims report or highlight it and
click Setup & Schedule.

4.  Click the Vendor Selection tab.
5.  Make any necessary selections. For example, if you want to send

claims to one particular vendor, use the Name gadget to select a
vendor. Only one can be selected.
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Schedule New Reports : Schedule Create Late Order Claims

Vendor Cycle Selection
Basic

Library:

Order Selection

B

Order Line Selection Print Claim

Vendor Selection

1 ARROWOOD

#

Name:

Address1 entry:
Address2 entry:
Address3 entry:
EDI info:
Extended info:

Accounting address indicator
Service address indicator

Order address indicator

FEEEE

1 O Address 1 O Address 2 O Address 3 @ All of above
1 O Address 1 O Address 2 O Address 3 @ All of above
1 O Address 1 O Address 2 O Address 3 @ All of above

Customer number:

Group 1:
Group 2:
Group 3:
Currency:

Ordering allowed
Paying allowed
Tax paid to vendor

Tax exempt vendor

EEEE

: CYes CNo @Both
: OYes ONo @Both
1 OYes ONo @Both
: CYes ONo @Both

| Schedule H Run Now (b) H Save As Template H Cancel l

© © N O

Click the Vendor Cycle Selection tab.
Make selections, if necessary.
Click on the Order Selection tab.

If the Date to Claim value is not set manually or by reports and you

do not use the Claim Period in the vendor record, use the Date Mailed
in considering the order late. Consider the selections mentioned

earlier in this section.
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Schedule New Reports : Schedule Create Late Order Claims =0

Basic vendor Selection Yendor Cycle Selection
QOrder Selection Order Line Selection Print Claim
Library: ARROWQOOD [®)
Fiscal cycle: \
Type: [#)

Date created:
Date modified:
Date ready:
Date mailed:
Date to claim: :DO

Date to cancel: E
Number of line items:
Number of copies on order:
Number of copies received:
MNumber of copies claimed:
Mumber of copies cancelled:
Number of copies paid:
Number of copies invoiced:
Amount ordered:
Amount funded:
Amount invoiced:
Total amount paid:
Extended info: [

EEEREEF

(#

Ba

Change this value if

you do not use the

Claim Period in the
vendor record

[@l(el (@l (¢l [¢) (¢ @&

| Schedule H Run MNow (b) H Save As Template ” Cancel l

10.  To create claim segments for firm orders only, click the Type gadget,
place FIRM in the List Selected and click OK.

Gadget : Order Type -l

@ Includes selected policies
O Excludes selected policies
O Contains invalid policy

O Contains no policy

List to choose from List selected

APPROVAL FIRM
BLANKET
ELECTRONIC

GIFT
MEMBERSHIP
MONOSER
STANDING
SUBSCRIPT

(®)[T)

11.  Click the Order Line Selection tab and make any additional
selections if necessary.

12.  Click Run Now to run the report now, or click Schedule to run the
report at a later time.
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Vendor Acquisition Claim Report

The Vendor Acquisition Claim report generates notices for vendors
regarding order claims. This report will find order lines that contain
claim segments for the following reasons:

® You may have received a title or volume other than the one you
ordered.

® You may have received a copy that was damaged.

® You may not have received the material in the standard amount of
time the vendor usually ships items.

® You may not have received all of the copies indicated in your
order for a title.

To create vendor claim notices:

1.  Within the Reports toolbar, click the Schedule New Reports wizard.
'@ Schedule Mew Reports

Click the Acquisition tab.

w

Double-click the Vendor Acquisition Claim report or highlight it and
click Setup & Schedule.

Click the Fiscal Cycle tab.

Select the current fiscal cycle using the drop-down.

Click the Vendor IDs tab.

S A

To send notices to a specific vendor, click the Vendor IDs gadget.
Highlight the Vendor name, click the arrow pointing down, and click
OK.
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Gadget : Browse Yendor (=

Index: Vendor name v Library: ARROWOOD
Search for:\ |
Vendor name Vendor ID
Atticus Books ATTICUS L
Baker & Taylor BT
Baker & Tavlor EDI vendor record BT-EDI —
BRODART v
Vendor name » Vendor ID
Brill BRILL
8.  Click the Order Selection tab and make any necessary selections. For

example, if you only want to send notices for firm orders, click the
Type gadget, place FIRM in the List Selected and click OK.

Schedule Hew Reports : Schedule Yendor Acquisiion Claim = =

i

Basic| Fiscal Cycle | Vendor IDS| arder Selection | Claim Selection | Claim Motice

Library: lsRROWGOOD [#]
Type: | (#)
Date ready: |:DO |
Mumber of line items:

Mumber of copies received: |:|

| Schedule H Run Mow (b H Save As Template H Cancel ]

9.  Click the Claim Selection tab and make any additional selections if
necessary. By default, the report will produce notices for all open
claims except for NOTCLAIM.
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Schedule Mew Reports : Schedule Yendor Acquisition Claim = H =
i
Basic| Fiscal Cycle | wendor IDs | Qrder Selection| Claim Selection | Claim Notice

Parts/Avolumes:

Date to daim:
Claim reason: |MNOTCLAIM

()

Number of times claimed:
Mumber of copies claimed:
Date mailed:

Wendor response:
Response date:

Status: [QPEN

Date created:

Date modified:

@ (@

(¢l(«)

| Schedule H Run Mow (b)) H Save Az Template H Cancel ]

10.  Click the Claim Notice tab and make any necessary changes such as a
different notice text or a different address to print. To have the
system keep track of the claims sent, click the check box next to Count
as a Notice.

Schedule Nevr Reports : Schedule Yendor Acquisition Claim - O =

=

Basic| Fiscal Cycle | Vendor IDs | Order Selection | Claim Selection| Claim MNotice

Library address on notice

Notice text: |acqclaim v

M Count as a nolice sent

vendor address to print: O'Agcounting © Ordering © Service

Select the Count as a Notice
Sent check box to keep
track of the claims sent

[ Schedule H Run Now (b) H Save As Template H Cancel ]

11. Click Run Now to run the report now, or click Schedule to run the
report at a later time.

It is possible to set up different versions of the report, sending
different notice texts based on the number of times claimed, which is
the number of claim notices already sent.

You may also consider setting up a Vendor Acquisition Notice for
subscriptions. It may run more frequently and contain special notice
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text prompting the vendor to reply with the expected delivery date of
the first issue of a new subscription. If a special subscription order
claim is used, the standard Vendor Acquisition Claim report that is
run for monographic firm orders should be set to exclude
subscription order types.

Schedule New Reports : Schedule Yendor Acquisition Claim =0 =
i
Basic| Fiscal Cycle | Wendor IDs| Order Selection | Claim Selection| Claim Motice
Library: ARROWOOD
Type: [~SUBSCRIPT &3]
Date ready: DO

MNumber of line items: =0

Mumber of copies received:

l Schedule H Fum Mow (b H Save As Template H Cancel ]

Generating Cancellations

A cancellation is typically created when ordered materials are not
available through a vendor or the library has decided it no longer wants
the materials ordered. Orders can also be cancelled if they have been at a
“late claim” status for so long that you no longer expect to receive the
material from the vendor.

Creating a cancellation segment will cancel the order in the WorkFlows
database. You can choose to send a cancellation notice to the vendor or
not. Typically, a cancellation notice is sent to the vendor only when the
library has initiated the cancellation. If the vendor initiates the
cancellation, a cancellation notice is usually not necessary.

Cancelling on order line in Acquisitions is a three step process:

® Generate a list of orders to be cancelled with the List Order, Lines
report using the Date to Cancel field. This step is optional.

® (Create cancellation segments manually for each order line you
want to cancel. There is no report to create these cancellation
segments in batch.

® Generate cancellation notices with the Print Cancellation Notices
report and send them to the vendor.

If the library allows users to place holds on “on-order” titles, you may
consider generating cancelled hold notices with the Notice for Cancelled
Holds report to notify users who have placed holds against “on-order”
titles that have been cancelled.
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List Order, Lines Report

To create a list of orders to cancel:
1.  Within the Reports toolbar, click the Schedule New Reports wizard.
% Schedule Mew Reports
2.  Click the Acquisition tab.

3.  Double-click the List Orders, Lines report or highlight it and click
Setup & Schedule.

4.  Click the Order Selection tab.
5.  Click the Fiscal Cycle gadget, enter the fiscal cycle, and click OK.

6. Click the Date to Cancel gadget. You can use the On, Before, After, or
Range buttons to establish a specific cancellation date or range of
dates and click OK.

Schedule New Reports : Schedule List Orders, Lines - 0 =

Basic| Style Sheet Order Selection | Order Line Selection | Sorting| Print Order

Library: ARROWOOD
Fiscal cycle: 58] [
Type:

Date created:
Date modified:
Date reachy:
Date mailed:

(¢][¢][#] (¢l [#]

Date to claim:
Date to cancel:

Number of line items: >0
Number of copies on order:
Number of copies received:
Number of copies claimed:
Mumber of copies cancelled:
Number of copies paid:
Mumber of copies invoiced:
Amount ordered:
Amount funded:

Use the Date to Cancel
gadget to select the
order lines that should
be cancelled

Amount invoiced:
Total amount paid:
Extended info:

eleeRReeeie

[ Schedule H Run Now (b) ” Save As Template ” Cancel l

7.  Click on the Order Line Selection tab and make any other necessary
selections.

8.  Click the Sorting tab and select how you want the list to sort.
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9.  Click the Print Order tab and make selections to determine what
order information prints in the report output. To help you determine
exactly what type of information is printed for each option, refer to
the WorkFlows online Help files.

Schedule New Reports : Schedule List Orders, Lines — o=
Basic| Style Sheet | Order Selection | Order Line Selection| Sorting| Print Order

Order Information
OAmount ODates
OExtended O Numbers

Order Line Information
OAmounts [OBibliographic ODates

OExtended COMiscellaneous CONumbers

Segments Information
[OCancellation [CClaiming

[ Distribution COFunding

OSubtotals

CSummary

O XML output

OOrder/Order Line record per page

| Schedule H Run Now (b) l [ Save As Template ] I Cancel ]

10. Click Run Now to run the report now, or click Schedule to run the
report at a later time.

Print Cancellation Notices Report

Once you have generated a list of orders to cancel and have manually
created cancellation segments, the Print Cancellation Notices report will
generate notices and send them to the vendor.

Refer to page 116 of this training guide for instructions on how to
manually create cancellation segments within an order line.

To generate cancellation notices:

1.  Within the Reports toolbar, click the Schedule New Reports wizard.
% Schedule Mew Reports

2.  Click the Acquisition tab.

3.  Double-click the Print Cancellation Notices report or highlight it and
click Setup & Schedule.
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4,  Click the Cancel Selection tab.
5.  Click the Cancel Reason gadget.

6. Highlight Library in the List to Choose From, click the right arrow to
move it over to the List Selected, and click OK.

Schedule New Reports : Schedule Print Cancellation Notices =
h
Order Selection Order Line Selection Sorting Order ID Notice
Basic Cancel Selection vendor Selection
Parts/Volumes: To notify the vendor

of Library
cancellations only,
select LIBRARY for
the Cancel Reason

Date created:
Date mailed: NEVER
Date modified:
Date cancelled: |Any
Cancel reason: LIBRARY
Number of copies cancelled: =0

Bl

[ Schedule H Run Now (b) ” Save As Template H Cancel ]

7.  Use the Vendor, Order, and Order Line Selection tabs to make any
additional selections.

8.  Click the Sorting tab and select how you want the notices to sort.
9.  Click the Order ID Notice tab and make any other necessary

selections such as a different notice text and checking the box to
Count as a Notice Mailed.

Schedule New Reports : Schedule Print Cancellation Notices = O =
Basic Cancel Selection vendor Selection
Order Selection Order Line Selection Sorting Order ID Notice

Library address on notice
Library address: @ Primary O Address 1 O Address 2 O Address 3

Notice text: acqcancel v

[ Count as a notice mailed

VYendor address to print: © Accounting © Ordering @ Service

Type of notice: © Order C Order line @ Cancellation

Select the Count as a Notice
Mailed check box to have the
system update the Date Mailed
in the cancellation segment

[ Schedule H Run MNow (b) H Save As Template H Cancel I

10. Click Run Now to run the report now, or click Schedule to run the
report at a later time.
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Additional Acquisition Reports

The Acquisition group of reports contains the full complement of list and
count reports for every acquisitions record. These different types of
information can be listed and counted:

® Any vendor and vendor cycle

® Any fund and fund cycle

® Any order and order line

® Any distribution, funding, claim, or cancel order line segment
® Any invoice and invoice line

Many list reports contain output option tabs that allow you to control the
printed information.

List Funded Order Lines Report

The List Funded Order Lines report produces a list of funded order and
title information by account number or fund element (Fund levels).

To create a list of funded order lines:

1. Within the Reports toolbar, click the Schedule New Reports wizard.
% Schedule Mew Reports

2.  Click the Acquisition tab.

3.  Double-click the List Funded Order Lines report or highlight it and
click Setup & Schedule.

4.  Click the Fund Selection tab and make any necessary selections. For
example, to generate a list of titles purchased by a particular account
number, enter that number into the appropriate field. It must be
entered exactly as it is in the fund record.
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hedule New Reports : Schadule List Funded Order Linas - o =

Fund Order Options Print order information for funds

Order Line Selection Funding Selection Sorting Grouping
Basic Style Sheet Fund Selection Order Selection
Library: ARROWOOD
Name:

Account number:
Fund level 1:
Fund level 2:
Fund level 3:
Fund level 4:
Fund level 5:
Fund level 6:
Extended info:
Number of cycles: >0
Date modified:
Date created:
Last modified by:
Created by:

#@ ¢l [=) =& (¢

Make selections to
generate a list of titles
grouped together by
Fund Levels

##
([«

‘ Schedule ‘ [ Run Now (b) ” Save As Template ] [ Cancel ]

5.  Click the Order Selection tab and make any necessary selections. For
example, use fields found in this tab to create a list of funded titles
within a particular fiscal cycle for a certain order type, like FIRM or
STANDING.

6.  Click the Order Line Selection tab and make any necessary
selections. For example, use the fields available in this tab to narrow
down order lines ordered, mailed, or renewed within a certain time
frame.

7.  Click the Funding Selection tab and make any necessary selections.

For example, use the fields available in this tab to generate a list of
orders with multiple funding or split funding.
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hedule New Reports : Schedule List Funded Order Lines - o =

Basic Style Sheet Fund Selection Order Selection
Fund Order Options Print order information for funds
Order Line Selection Funding Selection Sorting Grouping
Library:

Type! O Single funding
O Percent split
O Amount split

© All of above
Total unextended amount:
Amount encumbered:
Amount invoiced:

Direct pay: ©Yes ONo ©® Both

Total amount paid:

Date paid:

Amount paid vendor currency:
Number of copies:

Number of copies received:
Number of copies invoiced:
Number of copies paid:
Percent of split:

#

FREEEE

| Schedule || Run Now (b) ” Save As Template ” Cancel ]

8.  Click the Sorting tab and select how you want the titles to sort.

9.  Click the Grouping tab and make any necessary selections. The
Primary Grouping determines the reports primary arrangement. The
Secondary Grouping determines the secondary arrangement.

Schedule New Reports : Schedule List Funded Drder Lines = O =
Basic Style Sheet Fund Selection QOrder Selection
Fund Order Options Print order information for funds
Order Line Selection Funding Selection Sorting | Grouping

Primary grouping: © Account number
@ Fund ID
OFund level 1
OFund level 2
OFund level 3
OFund level 4
OFund level 5
OFund level 6
Secondary grouping: O Account number
OFund ID
OFund level 1
OFund level 2
OFund level 3
O Fund level 4
OFund level 5
O Fund level 6

| Schedule H Run Now (b) H Save As Template H Cancel I
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10.  Click the Fund Order Options tab and make any necessary selections.
This options available in this tab will print totals and subtotals and
insert page breaks where indicated.

Schedule New Reports : Schedule List Funded Order Lines = =

Basic | Style Sheet | Fund Selection | Order Selection | Order Line Selection
Print order information for funds
Funding Selection Sorting Grouping Fund Order Options

[ Totals for each primary group

[OSubtotals for each secondary group
Page breaks: @ No special page breaks

QO Page break for each new primary group

QO Page break for each new secondary group

‘ Schedule || Run Mow (b) | [ Save As Template H Cancel l

11.  Click the Print Order Information for Funds tab. To create a pipe-
delimited file, select the Generate Pipe Delimited Output check box.

12. Click Run Now to run the report now, or click Schedule to run the
report at a later time.

Lewvell policy:LOCAL Lewel3 policy: ADULT
ORDEER ID LINE # ITEM DESCRIFTION ALMT PAID FUND ID
PO-101 2 America by heart 4§63.50 CAFNF
PO-195 5 Townie : a memoi $0.00 CAFNF
PO-195 [ L simple goverim $0.00 CAFNF
FO-195 7 Ewvery you, BVery $0.00 CAFNF
FPO-93 4 Book of home rem $51.90 CAFMNF
PO-95 5 Let's bring back §19.95 CAFNF

Levell policy:LOCAL Leveld policy: LARGEPRINT
ORDER ID LINE # ITEM DESCRIPTION ALMT PAID FUND ID
PO-151 1 To hope / by Car $0.00 LARGEPRINT
PO-151 4 With fire & swor $0.00 LARGEFRINT
PO-151 3 Hr. Monk in trou $0.00 LARGEFPERINT

Acquisitions C‘%}' 225




List Titles for Order Lines Report

The List Titles for Order Lines report produces a list of processed items.
The list of item records is linked to order lines. Because the orders are
associated with items, the orders typically have been received and loaded
into the catalog.

To create a list of processed items:

1. Within the Reports toolbar, click the Schedule New Reports wizard.
'@ Schedule Mew Reports

2.  Click the Acquisition tab.

3.  Double-click the List Titles for Order Lines report, or highlight it and
click Setup & Schedule.

4.  Click the Order Line Selection tab and make any necessary
selections. For example, to narrow down processed orders to a
particular time period use the Date Ordered.

Schedule Newr Reports : Schedule List Titles for Order Lines = Of
Call Number Selection Title Selection Sorting Print Item
Basic Style Sheet Order Line Selection Item Selection

Library: ARROWOOD
Date ordered:
Date mailed:
Date to renew:
Renewal period:
Number of segments:
Number of copies:
Number of copies claimed:
Number of copies cancelled:
Number of copies delivered:
Number of copies holding dist:
Number of copies funded:
Number of copies received:
Number of copies invoiced:
Number of copies paid:
Number of copies loaded:
Multiple parts: C Yes ©No @ Both

Get a list of titles
ordered within a
specific time period by
using Date Ordered

(¢ (¢ [#] (¢l (e] (&) [¢] [¢] [¢] [¢] [¢] (&

Part names:

Entry list:

Extended info:
Unit list price:

A

| Schedule H Run Now (b) ” Save As Template H Cancel ]

9.  Click the Item Selection tab and make any necessary selections. For
example, to focus the list on process items of a certain Item Type or
Home Location, use those respective fields within the tab.

SirsiDynix Symphony Training



Schedule New Reports : Schedule List Tiles for Order Lines o=

Call Number Selection Title Selection Sorting Print Item
Basic Style Sheet Order Line Selection Ttem Selection
Library: &

Home location:

Current location:

Item type:

Item category 1:

Item category 2:

Permanent: O Yes ONo @ Both
Circulate: ©Yes OMNo ®Both
Extended info:

(#

blank field matches with Not Equal qualifier

In the shadow catalog: O Yes ONo ® Both
Accountable: O VYes ONo ®Both

Number of pieces: Make item selections

Date created: to create a more
Last activity date: focused list of titles
Distribution key:
Date last charged:
Date last discharged:
Date inventoried: #] v

\ Schedule H Run Now (b) H Save As Template H Cancel ]

6.  Use the Call Number Selection and Title Selection tabs to make any
additional selections.

7.  Click the Sorting tab and select how you want the list to sort.
8.  Click the Print Item tab and make selections to determine what
bibliographic information prints in the report output. To help you

determine exactly what type of information is printed for each option,
refer to the WorkFlows online Help files.
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Schedule New Reports : Schedule List Tides for Order Lines

- O x
Basic Style Sheet Order Line Selection Item Selection
Call Number Selection Title Selection Sorting Print Item
Printed arrangement: O Catalog shelflist © Call number shelflist ©® Record by record -

Shadow filtering:
Output format: @ Standard O Pipe Delimited < XML
ORecord per page
Title Information
OControl record data

O First Call number, Publication year, Entry list
@ Publication year, then entry list

O Entry list only

ONone

Entry list: FULL

Entry labeling options: @ Descriptive labels © Entry IDs as labels O Data only
O Show indicators and subfields

Call Number Information

O aAll call number information
O Call number only
@ No call number information

O call number bound-with links

Item Information

| Schedule H Run Now (b) H Save As Template H Cancel l

9. Click Run Now to run the report now, or click Schedule to run the
report at a later time.

R . . .
NV To print ordered titles that have not yet been received, use the
List Titles on Order report.

—
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List Order Distributions Report

The List Order Distributions report produces a list of order distribution
segments. The distribution segment defines the eventual destination of
funded copies. Ordered material may be assigned a library holding code
or may be routed to an external agency or user.

To create a distributions list

1.  Within the Reports toolbar, click the Schedule New Reports wizard.
'@ Schedule Mew Reports

2.  Click the Acquisition tab.

3.  Double-click the List Order Distributions report or highlight it and
click Setup & Schedule.

4.  Click the Distribution Selection tab and make any necessary
selections. For example, if you want to print a list for a particular
distribution, click the Distribution gadget.

5.  Highlight a distribution or a group of distributions, and then click the
right arrow to move it over to the list selected.

Gadget : Holding Code

®Includes selected policies

O Excludes selected policies
O Containg invalid policy

O Contains no policy

List to choose from List selected
Marme Mame »

ARFICBEE S ARFICBE

ARFICBRI ARFICBRIW

ARFICBRYA, ARFICBEYA

ARMFBK CAFFICBK

ARREFEK CAFFICBRIV

ARRREFBK] CAFFICBEYA

ARSERIAL

CAFFICEK

CAFFICBRKIV

CAFFICBRYA

CAFNFEK

CAFREFEK.

CAFREFBK]

CAFSERIAL
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Click OK.
Make any other necessary selections in the other tabs of the report.

Click the Sorting tab and select how you want the list to sort.

© © N ©

Click the Print Order tab and make selections to determine what
order information prints in the report output. To help you determine
exactly what type of information is printed for each option, refer to
the WorkFlows online Help files.

10. Click Run Now to run the report now, or click Schedule to run the
report at a later time.
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Acquisitions

Appendix B: Acquisition

Configuration

The Acquisitions module is used to:

Set up and maintain fund records.

Create, maintain, and receive orders.

Process claims for missing or damaged materials.
Process invoices.

Create selection lists for acquiring new materials.

Specify the taxes, tax rates, and tax handling for materials and
invoice lines, if applicable.

Define policies to make a Vendor Information Port (VIP)
connection to a book vendor, if applicable.

Policies in the Acquisition policy group are used in fund, vendor, order
line, invoice, and selection list records.

In this section you will learn to:

Understand Display and Maintenance Libraries.
Understand the Acquisitions session settings.

Understand and make changes to the Add Basic Order wizard
properties.

Understand and make changes to the Receive Orders wizard
properties.

Understand and make changes to the Add Ordered Items to Catalog
wizard properties.

Understand and make changes to the Add Invoice wizard
properties.

Set up fund levels.
Set up fund authorizations.
Understand the different order types.

Work with currencies.
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® (Create name labels.

® Understand and create holding codes.

® C(Create order maps.

® C(Create shipping instructions.

® Understand claim reasons.

® (Create material types.

® Automatically have on-order holds cancelled.
® Create vendor groups.

® FEstablish vendor address formats.

Acquisitions Maintenance and Display Libraries

Acquisitions for multiple libraries sharing the same SirsiDynix Symphony
system can be as open or as restrictive in terms of access and control of
acquisitions information as you want it to be. SirsiDynix uses the
acquisitions display and maintenance definitions in the Library policy to
determine which libraries” users may look at or modify the library’s
acquisitions information.

Based on the Library policy, library staff in a central library can order,
receive, and pay for all of the materials, or each individual library’s staff
can be in charge of its own acquisitions.

In shared acquisitions, each library may share access to maintain
information with some neighboring libraries, but not necessarily all
libraries. You may allow some libraries to display acquisition
information without maintaining it. Display and Maintenance libraries
are used to manage these permissions. These are found within the Session
Settings wizard located in the Acquisitions toolbar. This wizard is also
found in the Selection toolbar.

Behavior| Defaults

Session Preferences

Maintenance library:| ARROWQOOD v
Display library: ARROWOOD v
Fiscal cycle: 20 12| v
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Library Policy

System administrators will determine how the maintenance and display
libraries are set up for each library in the Library policy. This should be
set up prior to acquisitions work in SirsiDynix Symphony.

The Acquisitions Library lists are the first level of security. For added
measure, the server checks Display and Maintenance Libraries settings
before saving modifications to acquisitions records, and before a single
record display of an acquisition record.

Below are few examples of how acquisitions library control can be set up.

A central acquisition system where the main library orders all materials
for all libraries might be configured accordingly:

Library Policy Maintenance Libraries | Display Libraries
MAIN MAIN MAIN

Branchl No access No access
Branch2 No access No access

In a library system that allows for each library to order its own materials,
view other libraries acquisitions, and allow the central library to monitor
all libraries” acquisitions, the policies would be configured accordingly:

Library Policy Maintenance Libraries | Display Libraries

MAIN MAIN MAIN, Branchl,
Branch2

Branchl MAIN, Branch 1 MAIN, Branchl,
Branch?2

Branch?2 MAIN, Branch?2 MAIN, Branch?2

In a library system that allows for each library to order its own materials

and not view other libraries acquisitions, the policies would be

configured accordingly:

Library Policy Maintenance Libraries | Display Libraries
MAIN MAIN MAIN
Branchl Branch 1 Branchl

Acquisitions
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Branch2 Branch2 Branch?2

Below is an example of a message a library staff member will receive if
they attempt to add a fund record which is not allowed by the
Acquisition Display or Maintenance Library lists:

@ Sorry, you do not have privilege to modify funds for any library,

You would select default maintenance and display library other than
your own if you are explicitly maintaining or displaying another library’s
acquisitions. When you set your maintenance and display libraries to a
value other than your own, your workstation provides defaults and filters
requests as if you were a user in the library you selected.

Display and Maintenance Libraries and Searching

The Display and Maintenance Libraries settings can not only affect what
acquisition information can be displayed and modified, but it can also
affect the searching performed in the Item Search and Display wizard.
Administrators can change the Search Library Preferences property of the
wizard to control what libraries are accessible when searching items.

Below is the Behavior tab of the Itern Search and Display wizard:

@ Item Search and Display : Set Properties

Display property page: O Wizard Startup ® Never

EBehavior | Defaults| Helpers

rSearch library preferences

Search library list type: @ Search by library

O Search by search library group

Search library list:

[ (9]¢ ” Cancel ]

When searching by library and with the Search Library List set to use the
Acquisition Display Libs as established in the Library policy, it
determines the libraries in the drop-down of the wizard.
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Acquisitions

Item Search and Display - o =

4 A fRk @ ==

Search for: | v Search
Index: Title v| rType:
Library: LR > | | @Keyword
O Browse
Current: O Exact
FEW

Cetailed Display

When searching by library and with the behavior set to ALL, all libraries
in the system can be searched regardless of the established list in
Acquisition Display Libs.

@ Item Search and Display : Set Properties

Behavior | Defaults| Helpers|

rSearch library preferences

Search library list type: @ Search by library

Search library list: AN

Display property page: O Wizard Startup ® Never

O Search by search library group
O Search by library or search library group

—_—

[ Ok ” Cancel ]
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Item Search and Display = =

M8 [RE G ==

Search far: ‘ v‘
Index: Title v rType:
Library: ALL v | @Keyword
Orowss
Curent: LA RROWOQD O Exact
CAFFEY
FEWY
MOYERS

Close

Session Settings

The Session Settings wizard guides you through the process of
determining specific property-type settings for a range of wizards during
your client session. The values in the session settings behave in the same
way that properties behave. If you save properties when exiting, your
session settings are saved for use in the next client session.

If you do not set these defaults at the beginning of a session, the first
wizard you select will display the Session Settings wizard. You must set
these defaults before WorkFlows will allow you to continue working the
Acquisitions wizards.
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To establish Acquisitions session settings:

1. Within the Acquisitions toolbar click the Session Settings wizard.
Session Settings ¢ you are logged in as an administrator, the
following window appears:

Set Session Setbngs = m|

ClReview Settings Each Sessior

Behavior | Defaults

Search library preferences

Search library list type! @ Search by library
O Search by search library group
O Search by library or search library group
Search library list: ALL e

Order behavior

Enter date ready

Prompt for confirmation before cancelling holds

2.  If you do not want to review the settings each workstation session,
clear the Review Settings Each Session check box.

3.  If necessary, change the Search Library Preferences to determine
which libraries should be accessible when searching titles.

4.  Clear the Date Ready check box if you always want the Date Ready
default property in the Add Basic Order, Add Dated Order, Add
Recurring Order, Duplicate Order, and Add Orderlines wizard to be
NEVER. This check box is selected by default.

9.  Clear the Prompt for Confirmation Before Cancelling Holds check box
if you do not want a prompt to display when holds for on-order
material is about to be removed or cancelled. This check box is
selected by default.

6. Click on the Defaults tab.

/.  Using the drop-down lists provided, select the appropriate
Maintenance and Display Library.

8.  Select the fiscal cycle you want to use for this session.
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Session Preferences

Maintenance library: ARROWQOD v

Display library: ARROWOOD v

Fiscal cycle: 2012 v
9.  If you are a part of a multi-library system and have established

Library Authorization policies, select the appropriate one from the
drop-down list.

\ Y | The Library Authorization policy will be discussed later in this
section.

10. Todisplay the Archived Entry field in the Audit Trail tab, select the
Display Archived Entry Field in Audit Trail check box. The Archived
Entry field was used by the Delete Archived Audit Trail Entries
report to store audit trail information. (Audit trail information once
appeared on the Extended Info tab. This information was archived on
the library’s server, and then reloaded into the audit trail database.)

Fund Preferences

Library authorization: »

O Display Archived Entry Field in Audit Trail Tab

11.  Inthe Display Preferences area, select any additional information you
want to display when working with order wizards, such as currency,
discount, or extended price.

12.  Inthe Orderline Tree area, determine whether or not to display order
line tree information such as extended information alerts,
distributions, or claim/cancel segments.

Display Preferences

[ order in Foreign Currencies [ specify Discount in Grder

[ Enter Requisition Nurmber in Order [ Enter ship Info in Distribution

[JEnter Requestor 1D [l Enter Extended Price
[ Display Gnly Selected Segment in Viewer Fane of Segments Interface

Number of segments to trigger display of single selected segment in viewer pane: 100
Orderline tree

Cisplay extended info alerts in tree when orderline is expanded
Display distributions in tree when orderline is expanded
Display claim/cancel segments in tree when orderline is expanded

Sort order tree by title
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13. In the Invoice Behavior Preferences area, determine whether to
automatically number invoice lines, have the system warn you when
the difference between invoice and order amounts exceeds a certain
percentage or dollar value, and warn you when the invoice quantity
exceeds the received quantity.

For more information about invoice taxes, please refer to the
SirsiDynix Symphony Acquisitions Taxes training guide.

14. In the Create Invoice Lines for Order Defaults area, set default values
are applicable when using the Add Invoice Lines for Order helper to
create invoice lines from an order. If you want add linking errors to
the invoice, select from the drop-down whether to add them to the
Note or Comment field.

Create Invoice Lines for Qrder Defaults

O automatically invoice all orderlines

@ automatically invoice orderlines that are received-in-full

O allow selection of orderlines for invoicing

O ropulate invoice line amount from order line

[¥] after invoice lines have been created, display a confirmation message

Add linking errors to the invoice line entry |NGTE A

15.  Select the Sum Distribution Quantities if you want to sum the funded
quantities and set order line quantities automatically as distributions
are added to the order. This feature is useful when you are ordering
many copies of a title and do not want to be concerned with adding
up the funded quantities to calculate the total quantities.

16.  Under the New Segment Defaults area, select a default library for

holding code lookup, if necessary. You may also change the funding
and/ or holding distribution here.
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Orderline Defaults

[l sum distribution quantities

Mew Segments Defaults

Default library for holding code lookup

S
Funding. |Sir‘|g|e Funding V|
split funding;
Distribution: |Ho|dir‘|g Distribution V|

17. Under Claim and Cancellation Defaults, select a default Cancel
Reason and Claim Reason from the drop-down lists. You can also set
a default Claim On date using the calendar gadget.

Claim and Cancellation Defaults

Cancel reason; |LIBRARY V|
Claim reason; |Lﬂ\TE V|
Claim on: TODAY (#]

18. Click OK.
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Acquisition Wizard Properties

Acquisitions wizards have properties which provide window defaults
and various control settings for each wizard. Making changes to
properties can facilitate the acquisition process by bringing together
processes and reducing the number of clicks that have to be made
throughout the wizard.

Administrators and supervisor-level staff has access to Behavior,
Defaults, and Helpers properties. Other staff only has access to Defaults
properties.

Changes made to the properties are saved on that user’s workstation.
Properties can also be saved at the server level with the Save Properties
wizard in the Utility toolbar.

Add Basic Order Properties
To modify the Add Basic Order wizard properties:

1. Inthe Acquisitions toolbar, open the Orders group of wizards.

2.  Right-click on the Add Basic Order wizard. &) add pssic order

3.  Select Properties.
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[ Add|Basic Order : Set Properties |

Display property page: O Wizard Startup @i\l

Behavior | Defaults | Helpers

Auto-generated order ID

O show order extended information

Use quantity matching for order maps

[ 18%M warnings must be acknowledged
Title Lookup Options

Configure

Add Temporary Title

O Require adding a temporary title for each orderline
O Require searching and selecting an existing title for each orderline
® Allow search and selecting an existing title and

Add Temporary Title

SmartPort

l Check Catalog and Wendor Availability

Skip Item Lookup/add

In the Behavior tab, clear the Auto-Generated Order ID box if you
want to enter your own Order ID or PO number.

Order IDs must not contain spaces.

Clear the Use Quantity Matching for Order Maps if you do not want
order map values or selections to be included as part of the wizard
workflow.

Typically when orders are created, the item is first searched in the
catalog, and if no title is present, a title may be added from another
library or bibliographic utility using SmartPort or a temporary title
may be created at the workstation for ordering. By default, the
wizard permits looking up an existing title in the catalog, and adding
a temporary title at the workstation. SmartPort is available by
selecting the option under Allow Search and Selecting an Existing
Title.

In some libraries, one staff member may place all orders for existing
titles, and another may only add new titles for ordering. Alternately,
these two types of ordering may be done by the same staff member,
but performed separately in the workflow. In these cases, you may
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prefer only one of the title lookup options. At least one option may be
allowed. For any lookup options that are cleared, the setting remains
throughout the addition of each new order line until the property is
changed.

The following options are available:

® Require Adding a Temporary Title for Each Orderline

® Require Searching and Selecting an Existing Title for Each
Orderline

® Allow Search and Selecting an Existing Title and

The last option then allows you to use the following;:

® Add Temporary Title

® SmartPort

® Check Catalog and Vendor Availability (VIP)
® Skip Item Lookup/Add

6. If you allow staff to add catalog records on the fly in the acquisition
process, click on Add Temporary Title button. Make property

changes as needed such as having the system auto-generate
temporary XX call numbers.
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[ Add Basic Order : Set Properties

Display property page: O wWizard Startup @ Never

_Behavio | Defaults

rSelect Behavior
¥ add call number
O Prompt for library when adding a new call number
[l auto-generate temporary ¥¥ call numbers
Oadd itern when adding a new call number
O Add itern
[l Auto-generate item ID when adding item
O Delete call number
O Delete item
15X warnings must be acknowledged
Dizable diacritic keyboard shortcuts
[Jset current location of new items to AVAILABLE_SOON

7.  1If you allow staff to connect to other databases to copy catalog
records, click the SmartPort button. Make property changes as
needed such as bibliographic load options and call sources.
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[T Add Basic Order : Properties

Display property page: O Wizard Startup @N

Defaults

MARC Import
Bibliographic Record Load Options
O Replace current record
& Match and load
O Match on title control number
® Match on title control number or indexed MARC tag
O Match on title control number and indexed MARC tag

Title control number source: |ios |[@

Indexed MARC tag number: | [@]

Call sources: LC,050,ab,M/DEWEY,082,ab,N  [$)

Library: |ARROWQOD k-
Format: |MARC he
Remove subject headings |@]
Save directory: \ \[@]

Werify options: @ Yes O No

Strip junktags: ® ves O No
Script for special processing: \

Hit limit for brief display

Single server limit: |15
Multi-server limit: |5
Browse terms limit: |2

Gateway timeout: Seconds

Formatted full display: @ Yes O No

8. If the Vendor Information Port is configured, click on the Check
Catalog and Vendor Availability button. Select a vendor from the
drop-down.

@ Add Basic Order, : Set Properties

Defaults |

VIP vendor: |ULS

Bl

INGRAM
ULS

9.  Make any other necessary changes in the Defaults and/or Helpers
tab.

10. Click OK.
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Receive Order Properties
To modify the Receive Orders wizard properties:

1.  Within the Orders group of wizards, right-click on the Receive Orders

wizard ﬁ Receive Orders

2.  Select Properties.

Display property page: © Wizard Startup @

Behavior Defaults Helpers

Auto generate packing list numbers

O Auto distribute partially received orderlines

O Supply default values for quantity received (receive orderline interface)
Automatically claim unreceived copies

Owarn when receiving an orderline which has amount split funding segments with amount 0

3.  In the Behavior tab, clear the Auto Generate Packing List Numbers
box if you want to enter packing list numbers.

4.  Select the Auto Distribute Partially Received Orderlines box if you
want to the system to fill multiple copy distributions in orders.

5. Click on the Defaults tab.

6. To determine if a workslip should print, click one of the two
following options:

® Print a Workslip When Receiving Orderlines with Holds and/or
Extended Information

® Always Print a Workslip When an Orderline is Received

workslip printing

® Do not print workslips
O Print a workslip when receiving orderlines with holds and/or extended information

O Always print a workslip when an orderline is received

7.  Click the Helpers tab.

8.  Select the check boxes next to Helpers you want to display in the
Receive Orders wizard. Unselect the check boxes next to Helpers you
do not want to display in the Receive Orders wizard.
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[ Receive Orders : Set Properties |

Display property page: O Wizard Startup @ Never

Behavior DefaultsE"'I"—"i'é"l-ﬁéi:gé

Configure properties
l Display Bibliographic Description l
Modify This Orderline
l Add Invoice for Order l
l Add Invoice Lines for Order l
[ [8]4 H Cancel l
9. Click OK.
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Add Ordered Items to Catalog Properties

To modify the Add Ordered Items to Catalog
wizard properties:

1. Within the Orders group of wizards, right-click on the Add Ordered

Ttems to Catalog wizard E Add Ordered Items to Catalog

2.  Select Properties.

Add Ordered ltems to Catalog : Set Properties 7|

Behavior | Defaults| Helpers

O allow receiving
Allow editing of item barcodes
Source of item price
@ Paid price
O Order price
© Order price or paid price, whichever is higher
Transit and Holds Processing:
@ Make items available at owning library/location; do not trap items to satisfy holds
O Make items AVAILABLE_SQOON; do not trap or transit items to satisfy holds
O Transit items to owning library; do not trap or transit items to satisfy holds
O Trap and/or transit items to satisfy holds, make remaining items AVAILABLE_SOON
O Trap and/or transit items to satisfy holds, make remaining items in transit to owning library

Label printing

O Print labels for items added to the catalog

3. In the Behavior tab, select a source of the item price. The available
options are as follows:

® Paid price
® Order price

® Order price or paid price, whichever is higher

Source of item price
O Paid price
O Order price

@ Order price or paid price, whichever is higher

4.  Under Transit and Holds Processing, make an appropriate selection
for your workflow. The options available differ for multi-library
systems and single library systems.
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Transit and Holds Processing:
® Make items available at owning library/location; do not trap items to satisfy holds
O Make items AVAILABLE_SOON; do not trap or transit items to satisfy holds
O Transit items to owning library; do not trap or transit items to satisfy holds
O Trap and/or transit items to satisfy holds, make remaining items AVAILABLE_SOON

O Trap and/or transit items to satisfy holds, make remaining items in transit to owning library

5.  To print labels when adding items to the catalog, select the Print
Labels for Items Added to the Catalog check box. Select to
automatically print them or have a print preview that will allow you
to modify the label elements.

Label printing

[“1 Print labels for items added to the catalog

O Automatically

@ Print preview

6.  Click on the Helpers tab.

7.  Select the check boxes next to Helpers you want to display in the Add
Ordered Items to Catalog wizard. For example, if you want to enable
the ability to change item information, select the check box next to
Global Copy Edit. Unselect the check boxes next to Helpers you do
not want to display in the Add Ordered Items to Catalog wizard.
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[T Add Ordered ltems to Catalog : Set Properties a

Display property page: O Wizard Startup @ Never

Configure properties

l Display Bibliographic Description ]

[ Global Copy Edit |
[ Modify Title |
List Catalog By Call Number
Print preview labels

Print labels

8. Click OK.

Add Invoice Properties

To modify the Add Invoice wizard properties:

1.  Within the Invoices group of wizards, right-click on the Add Invoice

. @ add Invoice
wizard.
2.  Click Properties.

In the Behavior tab, select the check box next to Auto Generate

Invoice ID if you want the system to automatically assign IDs as
invoices are created.
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@ Add Invoice : Set Properties |

Display property page: O Wizard Startup @

Behavior | Defaults| Helpers

O Auto generate invoice ID

Show invoice extended information
Show invline extended information
O Allow to delete invoice line

Allow modify orderline

l OK H Cancel l

4. Make any other necessary selections.
5.  Click on the Defaults tab.

6.  Using the Vendor ID gadget, select a default vendor ID for new
invoices.

7. To use a default date of the invoice other than today, use the Date
Invoiced gadget to select a date.

8.  Make changes to the Fund and Order Search Preferences, if necessary.
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[T Add Invoice : Set Properties _.

Display property page: O Wizard Startup @ Never

Behavior ; Defaults, Helpers

Invoice defaults

Vendor ID:| [# Date invoiced: TODAY #
O Automatically open Add Invoiceline when invoice is created

Invline defaults

Link: ORDER he
Quantity: 1
Default tax fund: TAX &

Invoiceline Gadgets
Fund Search Preferences

Preferred search type:
® Search OBrowse OExact

Preferred search index:|Fund Name v

Order Search Preferences

Preferred search type:
O Keyword ©Browse O Exact

Preferred search index: | Title v

Ttem library: v

9.  Click on the Helpers tab.

10.  Select the check boxes next to Helpers you want to display in the Add
Invoice wizard. Unselect the check boxes next to Helpers you do not
want to display in the Add Invoice wizard.
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[@ Add Invoice : Set Properties a

Display property page: O Wizard Startup @ Newver

Configure properties

[ Display Bibliographic Description l

[ Create Invoice Lines for Order ]

Display All Invoice Lines
Display Funds Summary
Prorate Invoice

Save Funds Summary
Lock Invoice

BEEOEE

11. Click OK.
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Acquisitions Configuration Policies

Establishing Fund Levels

© N o 0 &

The optional fund level policies can denote hierarchical fund levels for
budget management and statistical analysis. You can determine the
general purpose of these policies, which policy names are allowed, and
through configuration files can define the field labels for these levels.

Fund levels may be used as selection criteria when displaying fund
records in wizards and are also used as selection criteria in reports for
generating detailed statistical breakdowns by library-defined
characteristics.

To add a fund level:

Navigate to the Configuration toolbar and click the Acquisition
Configuration group of wizards.

]
Click the Fund Level 1 wizard. Fund Level 1

Click Create.

Fund Level 1 - O x

Mame: |
Description:

Save Cancel

In the Name box, type the policy name.

In the Description box, type the policy description.

Click Save.

Repeat steps 4-7 until you have added all the necessary fund levels.

Click Close to exit the wizard.

The policy changes will take effect after you halt and run the
SirsiDynix Symphony servers.
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Establishing Library Authorization

Fund Library Authorization is used to control the libraries for which a
fund cycle can be used to order materials based on whether the fund
cycle is authorized for the holding code library.

The specified libraries in a Fund Authorization policy are compared to
the libraries of the holding codes to determine if the fund cycle is
permitted to be used to order materials for a library. If a fund cycle or
fund cycles can be used to order materials only for one library, or for
multiple libraries, a Fund Authorization policy must be defined for every
unique combination of libraries. A Fund Authorization policy is not
required to be defined for all libraries; an empty Library Authorization
field in the fund cycle record indicates that the fund cycle is authorized
for all libraries.

To create fund library authorization:

1. Within the Acquisition Configuration group of wizards, click the Fund

. Y . Fund Library Authorization
Library Authorization wizard. @ 4

2. Click Create.

Fund Library Authorzation = = s

Mame:
Description:

Libraries:

Save Cancel

3.  Inthe Name box, type the policy name.
4.  In the Description box, type the policy description.

5.  Using the Libraries gadget, select the libraries to include in the
authorization and click OK.

6. Click Save, and then click Close.

The policy changes will take effect after you halt and run the
SirsiDynix Symphony servers.
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Order Types

An order type is a policy that not only categorizes an order, but can also
determine the kind of treatment accorded to the order internally.

Delivered order type policies include the following:
e APPROVAL

e BLANKET
e FELECTRONIC

e FIRM

e GIFT

e MEMBERSHIP
e MONOSER

e STANDING

e SUBSCRIPT

An order type is categorized as one of three kinds: Basic, Dated, or
Recurring.

A basic order is a complete order by itself, for instance the Order Type
FIRM would be categorized as a Basic order type.

Add Basic Order : Enter Order Information = &=

Creating Mew Order

Vendor 1D | |

Order type: hd

Fizcal cycle:

Library:

Add |
Qrder Cance

A recurring order is used when a line item on an order should be
duplicated as soon as the order line is received with the Receive Orders
wizard or invoiced. SirsiDynix Symphony generates a new line item 1,
either on the same order, or on a new order in the next fiscal cycle.
BLANKET is categorized as a Recurring order type.
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Add Recurring Order : Enter Order Information = =

Creating Mew Order

wendor 1D | [E3)
Order type; v
Fiscal cycle:
. BLAMKET
Library:
MOMNOSER
STAMNDIMNG
add |
Order elee

A dated order is used when a line item on an order should be duplicated
on a particular date, regardless of the receipt or invoicing of the previous
line item order. Through the Rollover Dated Orders report, SirsiDynix
Symphony generates a new order when the line item’s date has passed.

Add Dated Order : Enter Order Information = &=

Creating MNew Order

wendor 1D | (%]
Order type: hd
Fizcal cycle:
. ELECTRONIC
Library:
MEMBER SHIP
SUBSCRIPT
Add |
Order elee

Acquisitions ) 057
q \//




To create a new order type:

1. Within the Acquisition Configuration group of wizards, click the

Order Type wizard. g Order Type

2. Click Create.

Order Type = ml

Neme:| |

Cescription: |

Type: | 3

l Save H Cancel I

In the Name box, type the policy name.
In the Description box, type the policy description.
Select a type from the drop-down list.

Click Save.

N o g A~ W

Click Close.

The policy changes will take effect after you halt and run the
SirsiDynix Symphony servers.
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Working with Currencies

The Currency policy is used to calculate a foreign currency purchase in
local currency. Prices in non-native currency will be converted to native
currency so that funds may be encumbered properly.

) . .
N To ensure proper conversion of non-native to local currency, the
= library must monitor exchange rates and update the Currency

policy as needed.

To update an exchange rate:

1. Within the Acquisition Configuration group of wizards, click the

. Currenc
Currency wizard. % !

2.  Double-click the currency you want to update or highlight it and click
Modify.

Currency = [H

MName: CAD
Cescription: |Canadian Dollar

Acronyrm:
symbol:
Cecimal: |:|
Comma: |:|

O Mative
Exchange rate; |1.006?5 |

[ Save ” Cancel I

3.  Type in the current exchange rate in the Exchange Rate field.
4.  Click Save.

5. Click Close.

The policy changes will take effect after you halt and run the
SirsiDynix Symphony servers.

@/ To update order amounts from corresponding exchange rate
tables, use the Update Order Exchange Rates report. To update
invoice exchange rates from the currency policy, run the Update
Invoice Exchange Rates report.
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Creating Name Labels

The Name Label policy is used by both the Serial Control and
Acquisitions modules. For Acquisitions, this policy is used by the Parts in
Set gadget to standardize the entry of volumes and parts.

Add Basic Order : Enter Ordedine Information for PO-47; 2010; ARROWOOD; BT G

T
Description: Encyclopedia of comic books and graphic novels / Booker, M. Keith,

Title info | Orderline |

Crderline information

>

Unit price: |43.El4

O sum distribution guantities Material type: | v|
Quantity: |2
ISEN/ISSEN: [9780313357466 Parts in set: . 1%2 [&]

Additional Orderline Information

3

CATALOG# | I
DESC ¥

INSTRUCT Sl

SHIFTO Ml

NOTE ol

£

Add
Continue Grderiine (b Cancel Close ()

Gadget : Parts

® Labeled parts O Text
Labeled parts

Separate labeled parts with commas and/or dashes (Example: 1-3,5)
Label Parts, Suffix

— |

Text

Separate parts with commas (Example: Index, Suppl)
Farts

Cancel
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To create a new name label:

1. Within the Acquisition Configuration group of wizards, click the

% Marne Label

Name Label wizard.

2. Click Create.

Mame Label = m

Nerne:| |

Cescription: |

l Save H Cancel ]

In the Name box, type the policy name.
In the Description box, type the policy description.

Click Save.

o g kW

Click Close.

The policy changes will take effect after you halt and run the
SirsiDynix Symphony servers.
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Working with Holding Codes

The Holding Code policy is used to provide copy-level information such
as Item Type and Location at the time a record is created.

In Acquisitions, the Holding Code is placed in the distribution segment of
an order. This allows the library staff to define the eventual destination
of the funded copies.

Add Basic Order : Enter Fundings and Distributi PD-47; 2010; 3 BT SNER

W SE

Description: Encyclopedia of comic books and graphic novels / Booker, M, Keith, ‘

Title info Orderhne‘ Segments‘

O# Po-47/NEW (2)  |Fund ID: [ [#] Funded quantity: ALl
= DE Holding code: *" Distributed quantity:

Add
Orderline (b)

Continue Cancel Clase (g} ]

When staff members use the Add Ordered Items to Catalog wizard, the
Holding Code will be used for the new items being created.

Add Ordered Items to Catalog : Loading Order PO-211; 2011; ARRDWOOD; BT -

wRaIBEE

Title: Malcolm X : a life of reinvention
Author: Marable, Manning, 1950-2011.

Base call number: 297.87092 |Class scheme:

Distributions

Holding code: ARNFBK ~ [#] Quantity: 2 Date received: 7/19/2011 [ Add Item

New
Search (g)

Return to

Add/Update Items (b) | Search

=

Below is the item record of the title created with the Add Ordered Items
to Catalog wizard using the Holding Code:
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Acquisitions

1.

Item information

Item ID: 30947000887743 Copy number:
Type: BOOK Item library:
Home location: NE Current location:
Item catl: NONFICTION Item cat2:

Media desk: Number of pieces:
Total charges: 0 Price:

Permanent v Circulate

Shadow item N The Holding Code

provides copy-level
information for the
item being created

To create a holding code:

1
ARROWOOD
MNF

ADULT

$30.00

Within the Acquisition Configuration group of wizards, click the

() .
. . Holding Code
Holding Code wizard. 7
Click Create.
Holding Code
& W G G
name:| |
Description: |
O Ignore item
Code:
Library: N
Location: v
Itern type: v
Item category 1. b
Item category 2; v

Circulate

Permanent

Price: $0.00

Save Cancel

In the Name box, type the policy name.

In the Description box, type the policy description.
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5. In the Code field, enter the code for the holding code. It is
recommended that use the Name of the holding code for the code.

6.  Using the Library drop-down, select the library that will have
ownership of the item.

7.  Using the Location drop-down, select a location in which the item will
be assigned.

8.  Using the Item Type drop-down, select the item type to represent the
item.

9.  If necessary, assign the holding code Item Categories using the drop-
down fields.

10. Make any other necessary changes, then click Save.

11. Repeat steps 2-10 until all holding codes have been added, then click
Close.

The policy changes will take effect after you halt and run the
SirsiDynix Symphony servers.
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Creating Order Maps

Acquisitions departments may order the same number of copies over and
over again, but the copies may not be funded and/or distributed the
same way each time. The Order Map policy allows you to create
templates for common funding and distribution patterns for a given
number of copies ordered.

When creating an order, you can use the Replace Fundings & Distributions
helper to simply select an appropriate order map value to create fundings
and distributions for a set number of ordered copies in a single set.

Add Ordedines : Enter Fundings and Distributions PO-47; 2010; ARROWOOD; BT

rderines : Select a Pattern Template = OF

Select a distribution template from the following list.
Cistribution Templates For Library ARROW OO0

@ Name » Copies:
Dero  EEERES

= 0Oi~E  gesTseLLER 20

Title info| «

[| Closze

Order maps available for selecting can be created with as little or as much
funding/ distribution information as possible. If more information is
provided in an order map, less needs to be typed at the workstation.
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1.

2.
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Add Orderines : Enter Fundings and Distributions P0O-47; 2010; ARRDWOOD; BT PR

W GE

Description: The passage © a novel / Justin Cronin, / Cronin, Justin. |

Title info| orderline| Segments |

D@ Po-47/2 (20) Fund ID: laRRFIC [#] Funded quantity:
R ooy - @ wE
- [ & ARFICEK (5) Holding code: ‘ARFICBK V‘ Distributed guantity: S
& [~ CAFGEN (5)
| O caFFicek (57 |Fund I CAFGEN [#] Funded quantity:
= i FEWGEN (5) Holding code: | CAFFICEK. v [®) vistributed quantity:
[ d FEWFICBK (5)
= ik MOYGEN (5) FundID:  FEWGEN  [B) Funded quantiny:
----- [ & MOYFICBK (5)
Holding code: ‘FEWFICBK V‘ Distributed quantity:
) D: MOWGEN @]  Funded quantity:
ooy popein | B o a7
: : v S
automatlcally populated g code: | MOYFICBK Distributed quantity: 5
using an Order Map policy
created in Acquisitions

Configuration

Add

S A T

Cancel Close (g) ‘

e Orderline (b) |

To create an order map:

Within the Acquisition Configuration group of wizards, click the

& Order Map

Order Map wizard.

Click Create.

Order Map - O =

()
Neme:| |

Description: |

Quantities:| 0]

Library: | v

(Save ] [Carca]

In the Name box, type the policy name.

In the Description box, type the policy description.
In the Quantities box, type the quantity.

With the Library drop-down, select the library.

Click Save.




8. Use the following tools to create, modify, or delete
fundings/ distributions:

Add a Funding/Distribution Cluster
Add an Additional Split

Add a Holding Distribution

Add a User Distribution

Delete a Segment

Fund ID: [® Funded quantity:

Ship: V‘

N

Uset the tools to
create, modify, or
delete
fundings/distributions

Holding code: V‘ Distributed quantiry:|:|

Save || Cancel

9. Click Save.

10. Click Close.

The policy changes will take effect after you halt and run the
SirsiDynix Symphony servers.

When creating or modifying an Order Map policy, be certain that the
overall number of copies equals the number copies funded and the
number of copies distributed, as with an order created in the
Acquisitions module. You cannot save your changes until copies
funded and distributed are balanced.

Acquisitions
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Order Map

o

MName: LAD-NFEK
Description: (@ne copy for each library - non-fiction adult books \
Quantities: 4|
Library: | ARRCWQOD v

O 1AD-NFBK/4
= = 01-AVI-BUS (ALL)

[ & ARNFEK (ALL)
&[] -+ [apigst DM (1)

=

Fund I0: 01-AVI-BUS [#) Funded quantity: il
Holding code: | ARNFBK V‘ Distributed quantity: D

ship: v‘

Oércy
= 0o L L
e P —
= i~ 01- oy 1L
Oér M—
1
Holding code: | FEWNFBK. V‘ Distributed quantity:
ship: V‘
Fund I0: 01-REF-S0C Funded quantity:
Holding code: ‘MOYNFBK V‘ Distributed quantity: 1
Ship: ‘ V‘

[£3

Save Cancel

For additional considerations to take when creating order maps,
refer to the WorkFlows online Help topics “Order Map Wizard”
and “Working with Order Maps.”
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Modifying Shipping Instructions

The Shipping policy is used in the Ship field of distribution segments in

order records to specify messages or shipping instructions to be printed
on the purchase order.

Acquisitions

Add Orderines : Enter Fundings and Distributions PO-47; 2010; ARROWODD; BT

W SE

Description: An intraduction to music studies / Harper-Scott, 1. P, E. (John Paul Edward), 1977- ‘

Title info Order\ine‘ Segments‘

O Po-47/MEW (1)
- i~ [
O ALl

Fund IC: [#] Funded quantity:

Holding code:|

~[# pistricuted quantity:

ship:

Continue

Cancel

Add
orderline (b) Close ()

To modify a shipping policy:

1. Within the Acquisition Configuration group of wizards, click the

Shipping wizard.

ﬂ Shipping

2.  Double-click the shipping message you want to modify or highlight it
and click Modify.

3.  Change the message located in the Message box. This is what appears
in the purchase orders sent to vendors.

Shipping

Marme: UNAMESLDDR

Description; |SHIP COPIES copyis) to this address; |

Type: | NAME_ADOR

Message; |SHIP COPIES copyis) to this address; |

Notice text: |

v|

[ Save H Cancel I

4.  Select a notice text from the Notice Text drop-down. This text will
appear after the Shipping policy message.

5. Click Save.
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6. Click Close.

The policy changes will take effect after you halt and run the
SirsiDynix Symphony servers.

Maintaining Claim Reasons

When materials ordered through the Acquisitions module fail to arrive in
a timely manner or are unsatisfactorily received, a claim notice may be
generated through SirsiDynix Symphony to be sent to the vendor. Claims
are typically generated by adding a claim segment to the appropriate
order line.

The Claim Reason policy for acquisitions describes why the item is being
claimed. Attributes of the policy determine the action to be taken,
including claim segments added automatically if an insufficient number
of copies are received or if the items are not received as of the Date to
Claim in the order record.

To modify a claim reason:

1.  Within the Acquisition Configuration group of wizards, click o the

. . FE Zlaim Reason
Claim Reason wizard.

2.  Double-click the claim reason you want to modify or highlight it and
click Modify.

Claim Reason = G

Mame: DaMAGED
Description: |Damaged copy(ies) received and returned.

TYype! @ Mormal
O Late issue
O Insufficent copies received
O Do not daim

Code: |1

Text: Damaged copy{ies) received and returned. \

Save Cancel

3.  If youwould like a different message to print on claim notices to the
vendor, modify the text in the Text field.

4, Click Save.

5.  Click Close.

The policy changes will take effect after you halt and run the
SirsiDynix Symphony servers.
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Cancelling On-Order Holds

If you allow for on-order holds to be placed, they can automatically be
cancelled by enabling the global configuration option for Auto
Cancellation of On-Order Holds. The following actions will trigger the
automatic cancellation:

® Deleting the order associated with the hold
® Deleting the order line associated with the hold

® Changing the order line to use a Holding Code policy that does
not allow holds

® Modifying the order to break the link to the title, using the Break
Title Link option on the Title Info tab

® Cancelling the order by adding a cancellation segment

Users can then be notified of cancelled holds by the Notice for Cancelled
Holds report.

For instructions on how to run the Notice for Cancelled Holds
report, refer to the SirsiDynix Symphony Holds Maintenance and
Reports training guide.

If the Auto Cancellation of On-Order Holds is not enabled, the hold will
remain in place until it expires, unless staff removes it.

To automatically cancel on-order holds:

1.  Within the Configuration toolbar, click the Global Configuration

wizard 93 Global Configuration

2. Click on the Circulation tab.

3.  Double-click on Configure Auto Cancellation of On-Order Holds or
highlight it and click Modify.

4.  Click on Automatically Cancel On-Order Holds When Order For
Material On Hold Is Changed/Removed.

Global Configuration E

Configure Auto Cancellation &f On-order Holds

@ nutomatically Cancel On-order Holds YWhen Qrder For Material @n Hold Is Changed/removed
O Do Mot Automatically Cancel On-order Holds When Order For Material On Hold Is Changed/removed

Save Cancel
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5. Click Save.

6. Click Close.

The policy changes will take effect after you halt and run the
SirsiDynix Symphony servers.

Acquisitions staff can be prompted before cancelling holds. This is a
behavior located in the Session Settings wizard of the Acquisitions
toolbar.

Set Session Settings =1 [E

CReview Settings Each Sessiort

Behavior | Defaults

Search library preferences

Search library list type! @ search by library
O Search by search library group
O Search by library or search library group

Search library list: |ALL ~

Order behavior

Enter date ready

Prompt for confirmation before cancelling holds

If selected, a confirmation prompt displays when holds for on-order
materials are about to be removed automatically because an order line
is removed, cancelled, or some action is taken to cancel the on-order
hold. By default, this check box is selected.

This check box displays only if SirsiDynix Symphony is configured
to allow on-order holds, and if the Automatically Cancel On-Order
Holds When Order For Material On Hold Is Changed/Removed
global configuration is selected.
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Automatically Add Audit Trail

The Audit Trail policy appears on the Acquisition tab of the Global
Configuration wizard. This policy allows you to enable the creation of
audit trail information for fund and fund cycles.

To enable the creation of audit trails:

1. Within the Configuration toolbar click the Global Configuration wizard.
% Global Configuration

2.  Click on the Acquisition tab.
3.  Double-click on Audit Trail or highlight it and click Modify.

4.  Select the Automatically Add Audit Trail option.
Global Configuration = O =

Audit Trail
@ Automatically Add Audit Trail
O Do Not Automatically Add Audit Traif

l Save H Cancel l

5. Click Save.

6. Click Close.

The policy changes will take effect after you halt and run the
SirsiDynix Symphony servers.
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Vendor Configuration Policies

When an order is created, the order must identify a vendor. Every
vendor, publisher, or donor from whom the library acquires material
should be represented by a vendor record. The vendor cycle records
contain information about vendor activity for a specific time period.

Vendor policies denote vendor characteristics for budget management
and statistical analysis.

Vendor Group Policy

o a0k~ w

Vendor group policies are used for categorizing vendors for statistical
and reporting purposes. You have three vendor groups available for this
purpose.

To create a vendor group:

Within the Vendor Configuration group of wizards, click the Vendor

Group 1 wizard % Yendor Group 1

Click Create.

Vendor Group 1 = EH =

Mame:
Description:

[ Save ” Cancel l

In the Name box, type the policy name.
In the Description box, type the policy description.
Click Save.

Click Close.

The policy changes will take effect after you halt and run the
SirsiDynix Symphony servers.
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Vendor Address Format Policy

1.

Acquisitions

Address Format policies control the display, editing, data validation, and
indexing of all address fields in every type of record used in SirsiDynix
Symphony. The Vendor Address Format policy is used for defining the
Vendor Address entries.

The Add Vendor, Duplicate Vendor, and Modify Vendor wizards display
address fields for you to add vendor address information. Three
addresses are allowed.

To change the fields that display for vendor
addresses:

Within the Vendor Configuration group of wizards, click on the

m o
Vendor Address Format Policy wizard. vendor Address Format Policy

Click the Entries tab.

Click the Entry ID helper. i
Double-click on ADDRESS-TE or highlight it and click Modify.

Click the Entries gadget.

¥endor Address Format Policy = =]

Mame: ADDRESS-TE
Description: [WDORESS-TH,
Purpose: WEND_ADDR
Type: Synonym List
Mode! @ Include specified entries in list

O Exclude specified entries in list

Entries: [ATTN,LINE, CITY/STATE, ZIF, COUMNTRY, PHCK

l Save H Cancel ]

To add more lines to the list selected, highlight an entry and click the
right-facing arrow.

To remove lines from the List Selected, highlight an entry and click
the left-facing arrow.

To change the position of an entry, highlight it and click the up or
down arrow at the right.
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Gadget : Entry ID

= O %
List to choose from List selected
ATTH ATTM
CITY/STATE LINE
COUNTRY CITY/STATE
EMAIL ZIP
FAX COUNMTRY
LINE PHOME
LINEL Fax
LINEZ EMAIL
LINEZ
LINE4
PHOME
POSTALCODE
STREET
TELEX
ZIP

9. Click OK.
10. Click Save.

11. Click Close.

The policy changes will take effect after you halt and run the
SirsiDynix Symphony servers.
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Appendix C: Adding
Temporary Titles and
Records

In this section you will learn to:

® Use the Add Temporary Title helper to add title records when
creating orders.

® Use the SmartPort helper to add title records when creating orders.

® Use the Bibload report to add title records for creating orders.

Overview

When ordering a title that is new to your SirsiDynix Symphony database,
there are several methods for adding a new bibliographic record - the
Load Bibliographic Records report, SmartPort, or keyboard entry using
the Add Temporary Title helper.

SirsiDynix recommends that you create each title record with one call
number record and no copy. Once the material is in hand, use the Add
Ordered Items to Catalog wizard to automatically create any additional call
number and item records you need. The Add Ordered Items to Catalog
wizard makes use of the information from the order line Parts in Set field
and holding distributions to determine values for the call number and
item records.

SirsiDynix has particular recommendations for some of the values in the
call number record for a title created at the point of order.

® Avoid having a “leftover” call number record that must be
cleaned up after using the Add Ordered Items to Catalog. Refer to
the “Avoid a ‘Leftover’ Call Number Record” topic below on how
to do this.

® SirsiDynix recommends auto-generated call numbers for on order
material. Auto-generated call numbers are guaranteed to be
unique, and you may create a class scheme policy that will cause a
display constant to appear in your OPAC instead of the system-
generated number. The Add Ordered Items to Catalog wizard
provides you with an opportunity to assign a permanent call
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number efficiently. By changing the call number in this wizard
before call number and copy records are created, the change is
reflected in all call number records created when Add/Update
Items is selected.

Avoid a “Leftover” Call Number Record

® When placing an order for a title that is new to your SirsiDynix
Symphony system, you must create title and call number records.
When creating your initial call number record, be mindful of the
library that will own the material on order. Most order records
have one or more holding distributions that specify holding codes.
When you create the call number record for your on-order title,
select a library that matches the library of one of the holding codes
on the order. Once you have the ordered material in hand, use the
Add Ordered Items to Catalog wizard to add an item or items to this
call number, and create additional call number and item records
as needed.

® When ordering an added copy for a library that already has a call
number record established, select that existing call number from
the Call Number/Item tab of the viewer pane on the Item Search
window. This ensures that the Add Ordered Items to Catalog wizard
adds the new copy to the existing call number record.

Add Temporary Title

To add a temporary title for a FIRM basic order:
1.  Within the Orders group of wizards, click the Add Basic Order wizard.
ﬁ_ #dd Basic Order
o
2.  Click the Add Temporary Title helper. ©

3.  Enter the Title, which is required, and any other publisher
information such as the ISBN or a Standard Identifier Number.

4, Click the Control tab.

5.  The Title Control Number field is an editable field and the ISBN can
be entered here and used as a match point when using the Load
Bibliographic Records report or SmartPort to import a replacement
record.

6.  Click Save to save the temporary title to the catalog.
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7.  Click Order This Title to continue with the ordering process.

w)
N ) Unless you have selected the Shadow flag within the
= Bibliographic tab, this record is now searchable in the catalog.

Add Temporary Title Properties

The Add Temporary Title helper lets you add a temporary title record with
enough information to add to a purchase order. Before you can use this
helper there are property behaviors and defaults that you will need to set.

To configure the Add Temporary Title helper:

1. Inthe Acquisitions toolbar, open the Orders group of wizards and
right-click on the Add Basic Order wizard.

Add Basic Order : Set Properties

Behavior | Defaults | Helpers

[ auto-generatad order 1D

O show order extended information

Use guantity matching for order maps

O 1=xN warnings must be acknowledged
Title Lookup Cptions

Configure
Add Temporary Title

O Require adding a temporary title for each orderline

O Require searching and selecting an existing title for each orderline
® allow search and selecting an existing title and

Add Temporary Title

SmartPort

l Check Catalog and wendor Availability

Skip Item Lookup/add

| Add Temporary Title |

2.  Click the Add Temporary Title button.
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3. Click on the Behavior tab.

n) , ,
N ) The Behavior tab can only be accessed by supervisor or
= administrative level logins.

[ Add Basic Order : Set Properties m

Display property page: O Wizard Startup @& Never

r| Defaults

roelect Behavior
¥ Aadd call number
O Prompt for library when adding a new call number
M Auto-generate temporary XX call numbers
O add itern when adding a new call number
[ add item
¥ Auto-generate item 1D when adding item
O Celete call number
O Delete itern
O 1SXN warnings must be acknowledged
Dizable diacritic keyboard shortcuts
[I5et current location of new items to AVAILABLE_SOON

4.  Select the behaviors that you want to be able to perform while adding
a temporary title record. Recommended selections would be:

® Add Call Number to allow the addition of new call numbers to
the new title you are creating.

® Auto-generate Temporary XX Call Numbers. This will populate
the Call Number field with a unique call number.

® Delete Call Number to allow staff to delete call numbers in the
wizard, if necessary.

® [SXN Warnings Must Be Acknowledged to warn staff that they
have entered an incorrect ISBN or ISSN. By default this check box
is cleared.

5. Click the Defaults tab.
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[0 Add Basic Order : Set Properties ]

Display property page: O Wizard Startup © Never:

Behavior| Defaults ‘

Title default values 4
Format: ‘MARC ~| Entries template: ‘SELECTJ;NTRIES v‘
O Shadow title Entries: \020,022,024, 100,245,260,300,500,590 \

O Add item when creating title
Editor display options
OMARC View
@ Descriptive view Display descriptive labels (for entries)

Call number default values

Library: |ARROWOOD v

O shadow call number

Class scheme: ‘AUTO v

O Show shelving key

Item required default values

Type: |BOOK -

OPermanent

Home location: [STACKS W

OCirculate

O Shadow item

Item optional default values

Price: ‘$ Item category 1: ‘ v‘

Media desk: [ v

Item category 2: ‘ v‘

OK || cancel

6.  The Title Default Values let you establish the record format and what
tags and subfields you want to be automatically displayed when
using the Add Temporary Title option. Make any necessary
selections such as selecting SELECT_ENTRIES in the Entries Template
drop-down and entering the Entries you want to display when
adding a temporary title.

Title default values

Format: |MARC ~| Entries template: ‘SELECT_ENTRIES v‘

O Shadow title Entries: 020,022,024, 100,245,260,300,500,590 |

O Add item when creating title

7.  Editor Display Options allow you to control how the temporary title
record will display.

® Select MARC View to set the basic view that only displays the
marc tags and subfields.
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Add Basic Order : Enter Brief Item Info
g C_0
% g o h ?<
*HREQUIRED FIELD**

Control| Bibliographic | Call Number/Item

O shadow title

= |Personal Aauthor 100 1

QO0*0 eng u

Label Tag Ind. Contents
~|Leader KA g ARAAORACKK AR HOK
~|Fixed field data 008 100831n
~|1sBM 020
~|158N 022

| Title 245 *H¥REQUIRED FIELD**

Save

® Select the Descriptive View to display the fixed fields and variable
fields in separate areas of the screen, making the fields easily
distinguishable. When the Descriptive View is selected, the

Close

Display Fixed Fields option is automatically selected.

® Select the Display Descriptive Labels options to add a brief

description of the tag entries to the left of the tag.

Add Basic Order : Enter Brief Item Info
g C_1a
@ }’l }.E}’E ¥
*¥REQUIRED FIELD#*

Control| Bibliographic | Call Number/Item

O shadow title
Rec_T\,f... Bib_Lvl m TypeCtrl Enc_Lvl
Desc Entrd 100831 DBat. Tp n Datel
DateZ2 Ctry llus Budience
Repr Cont GovtPub ConfPub O
Festschr O Indx 0 Fiction O Biog
Lang eng Mod_Rec Source U
P 4

Label | Tag Ind. Contents
| -lisen

~|issn 022

| <l rersonal 2uthod 100 1
| jTitIe 245 #HREQUIRED FIELD#*
|

Save
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10.

11.
12.

Acquisitions

Call Number Default Values let you set defaults for the call number
added to the title record.

® Select a default Call Number Library.

® Select AUTO as the Class Scheme. This works in conjunction with
the auto-generated call numbers being generated by the system.

® [f you want to display the field that controls the sorted display of
call numbers, select the Show Shelving Key check box.

Call number default values

Library: ARROWOQOD +| [OShadow call number

Class scheme: AUTO v [OShow shelving key

The Item Required Default Values are required even if you are not
creating items with the Add Temporary Title option. Either select a
different Item Type or Home Location, or keep the delivered default
values.

Item Optional Default Values are not required.

Item optional default values

Price: |$ Item category 1: v
Media desk: ~| Item category 2: v
Click OK.

To close the properties, click OK again.
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Add Records Using SmartPort

Using SmartPort is an optional feature that allows dynamic capture and
loading of MARC bibliographic and authority records from a Z39.50
server directly into the library’s catalog. This is done on a record-by-
record basis.

To SmartPort a title for a FIRM basic order:

1. Within the Orders group of wizards, click the Add Basic Order wizard.
ﬁ_ Add Basic Order

2.  Click the SmartPort helper. ]
3. Select the server(s) and click Connect.

4.  Type the search terms in the Search For box and select the appropriate
Index.

5.  Click Search.

6. Use the helpers to move forward through the list. To view a record,
select the title and click Display.

7. When you find a record to add, click Capture in either the search or
viewing window.

8.  If configured in the properties, defaults display in the Match and
Load fields. Make modifications, if necessary.

9. (lick OK.

10. At this point, the bibliographic record has not yet been added to the
catalog. Edit the record as needed.

11. Click Save.

12.  Click Order This Title to continue with the ordering process.
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SmartPort Properties

Acquisitions staff can use the SmartPort option to search or browse
multiple Z39.50 bibliographic resources and capture records from these
resources. These Z39.50 connections can be created and established by
system administrators.

To establish SmartPort properties:

1. Within the Orders group of wizards, right-click on the Add Basic Order
4dd Basic Order

wizard.

SmartFort
2. Click the SmartPort button.

IE‘ Add Basic Order : Properties

Display property page: O Wizard Startup @

Defaults

MARC Import *
Bibliographic Record Load Options
O Replace current record
@ Match and load
O Match on title control number
@ Match on title control number or indexed MARC tag
O Match on title control number and indexed MARC tag

Title control number source: |5 |[@
Indexed MARC tag number; |i |@]
Call sources: LC,050,ab,N/DEWEY,082,ab,M [E3
Library: |ARROWOOD v
Format: |MARC v
Remove subject headings [E3
Save director\;:| |[@

Werify options: ® ves O Mo
Strip junktags: @ yes OMNo

Script for special processing: |

Hit limit for brief display

Single server limit:
Multi-server limit; 5
Browse terms limit: B

Gateway timeout: 20 |Seconds

Formatted full display: ® ves O Mo a

A a0 o‘-
Acquisitions w 285




3.  The Bibliographic Record Load Options determine how the title
record(s) will be entered into your catalog.

® Select Replace Current Record to replace the last record you
searched in your catalog with the record you are capturing. This
option is not recommended when using SmartPort with the
acquisitions order process.

® Select Match and Load to determine what title control number

and/or index you want the system to match on when loading
titles into your catalog.

Bibliographic Record Load Cptions

O Replace current record

® Match and load

O Match on title control number

@ Match on title control number or indexed MARC tag

O Match on title control number and indexed MARC tag

Title control number source: |io |
Indexed MARC tag number: |i |[@]

4.  Click the Call Sources gadget to enter the Call Number Load Rules.
The Call Number Load Rules determine what tags and subfields the
system will look at to identify the call number for the incoming title
record.

@ Gadget : Call Number Load Rules

Select the help icon on the toolbar for a detailed description.
Create a hierarchy of Call Number load rules.

Fill the values that make up a rule and select Add,

The order of rules is important.

Classification: RIS
Entry ID:
Subfields:

Qccurrences: @ First O Last

Classificatio...  Entry ID Subfields Qccurrences
LT 050 ab First
LT 030 First

Update (b} Femove
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® With the Classification drop-down, select the classification scheme
to be used with the records.

® Select the Entry ID (MARC tag) that will be used to create the call
number record in SirsiDynix Symphony.

® Using the Subfields gadget, select the subfields to be used when
creating the call number record.

® Select First if you want the system to use the first occurrence of
repeat call number entry tags in the incoming record, or, select
Last if you want the system to use the last occurrence of the repeat
call number entry tags in the incoming record.

e (lick Add.
® Repeat these steps to add additional Call Number Load Rules.
® (lick OK, when finished.

If the record does not contain any of the entries provided in the
Call Sources, an automatic call number of the format XX(12345.1)
will be created and the class scheme will be AUTO.

Select the default Call Number Library for the titles you are capturing.

Select the default Record Format for the titles you are capturing.

Use the Remove Subject Headings gadget to specify the subject headings
that should be removed before it is loaded into the catalog.

Make any other necessary selections such as stripping junktags,
changing the hit limit to view, or specifying whether the display of a
full record will be formatted by default.

Click OK.

Click OK to exit the properties.

You will also want to set the properties for the SmartPort option in
the Add Dated Order and Add Recurring Order wizards.
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Load Records Using Reports

Records can also be batch loaded into your SirsiDynix Symphony catalog
using a two-step process. The first step is to use MARC Import which

copies a file of records to the Symphony server. The second step is to run
the Load Bibliographic Records report that add those titles to the catalog.

To import bibliographic data:

1. Navigate to the Utility toolbar.

2.  Click the MARC Import wizard. B Mnging

MARC Import

ie

Import | Bib Files To Load | Loaded Bib Files | Bib Error Files | Autharity Files

Source:

Destination:

3. Click MARC or Sirsi Flat (flat ASCII file), whichever selection is the
file type you need to use for importing records.

4.  Click the Source gadget to locate the file path for the records saved on
your hard drive, network, or disk.

5.  In the Destination box, type a new name for the copy of the file to be
saved on the Symphony server. Be sure to take note of the file name;
you will need it later when it comes time for loading the records. You
can use the same file name each time you upload a set of records.

@ You may want to establish a naming convention based on the file

= creator and/or date created or use an existing convention. A file
copied to the server does not need to be loaded immediately into
the catalog. Files can also be given a descriptive name to
distinguish them from other files.

6.  Click Import to import files to the server.
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7. If no more files are to be imported, click No in the Confirmation
dialog box. If you want to import another file, click Yes to return to
the Import tab, and repeat the steps for each file to be imported.

I log.txt - Notepad
File Edit Format View Help

UNICORN skip Flat Records 3.2 started on Friday, February 1, 2008, 2:04 PM
MaRC records will be read from standard input.
MARC records will be written to standard output.
only bibliographic records will be selected.
The default record format will be MARC.
0 marc record(s) read.
7 marc record(s) processed.
0 marc record(s) in error.
7 record(s) written.
UNICORN skip Flat Records finished on Friday, February 1, 2008, 2:04 PM
UNICORN skip Flat Records 3.2 started on Friday, February 1, 2008, 2:04 PM
MARC records will be read from standard input.
Flat records will be written to standard output.
only authority records will be selected.
The default record format will be TOPICAL.
0 marc record(s) read.
7 marc record(s) processed.
0 marc record(s) in error.
0 record(s) written.
UNICORN Skip Flat Records finished on Friday, February 1, 2008, 2:04 PM

8.  Click the “X” in the upper-right corner to close this window. The
MARC Import window remains open.

9. Click Cancel to close the wizard.

After the file(s) load, the file name displays on the Bib Files to Load
tab.

You have now completed the first part of the batch load process. You
are ready to move on to loading the records into the catalog via the
Reports module.
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To run the Load Bibliographic Records report:

1. Navigate to the Reports toolbar.

2. Click the Schedule New Reports wizard. & schedule New Reports

3.  Click the Templates tab.

Schedule New Reports : Display Template Reports

=
¥ w
Authority Biblioaraphic BISAC EDI MARC Import Scanner Serial
Templates ‘ Acquisition Acquisition load
Report name » Source Date Created
Create and merge bibload 2/27/2011,12:3
Create bhibs only bibload 4/26/2011,12:03
List claimed issues checked-in predictionlist 6/16/2011,11:34
Print Cancellation Notices cancelntc 3/15/2011,12:27
7 Backup BIBLOAD Template bibload
Setup & . . .
‘ Schedule ‘ View ‘ ‘ Modify ‘ ‘ Copy ‘ ‘ Remove... ‘ ‘ Ownership (b) ‘ ‘ Close (g) ‘

4.  Double-click the appropriate Bibload template or highlight it and
click Setup & Schedule.
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Schedule New Reports : Schedule Create bibs only = =

OCR Call Number Label Spine And Pocket Label
Basic | Load Postload Print Loaded Title

Report name: [$E1i=Ns][sENe1y] |
Description: Load bibliographic records into catalog. |
Title: Catalog Record Load

Footer:

l Schedule ” Run Now (b) H Save As Template H Cancel ]

At this point, if your System Administrator has already created a
standard template for you to use, select the Templates tab
instead. You should have a clear understanding of which template
to select for any given situation. The template you use will
determine such things as the match points for overlays and
whether or not to create item records. For a complete discussion
please refer to the FAQ called “Loading Bibliographic Records” in
the WorkFlows online Help.

5. Click the Load tab.

m@/ If using a previously created template, keep in mind that there are
a few required fields that may need to be changed with every
load. For example, the name of the File to load, the Title control
number source for incoming records, the Update date cataloged
and the Default record format.

6.  Select the file to load from the drop-down.
7. Click Run Now to run the report now, or click Schedule to run the

report at a later time.

For more information about the Load Bibliographic Records
(Bibload) report, refer to the SirsiDynix Symphony Cataloging
training guide.
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Overview

Appendix D: Vendor
Information Port

The Vendor Information Port (VIP) helper searches the library catalog and a
vendor catalog simultaneously by ISBN for title records, adds brief title
records, and allows you to initiate the creation of order lines for titles.
This helper is available in the order wizards if the library has purchased
access to the helper.

The VIP helper displays search results from the library’s catalog and the
vendor’s catalog in the same window so you can easily determine if the
title is already in the library catalog, and/or if the title is currently
available from the selected vendor. If the library catalog already contains
matching title records, you can select a particular title and view the
bibliographic information, call number and item information, and open
orders information (if the title is already on order). If the vendor catalog
contains a matching title record, you can view the availability, pricing,
and discount information.

If the library catalog does not contain a matching title record but the
vendor catalog does, the VIP helper has an option to add a temporary
title record. You can select which catalog format to use for the brief title
record (such as MARC or UNIMARC). Information from the vendor
catalog record (such as ISBN, title, author, and publication information)
automatically populates the bibliographic fields of the brief title record.
You can edit the imported information as needed. After saving the brief
title record, you can create an order line for the title.

If you want to search for the same title in another vendor’s catalog, you
can simply select another vendor from the VIP Vendors list field and start
the search again. The ISBN does not need to be re-entered for the new
search. This ability to quickly switch vendors allows you to compare
material availability and pricing among vendors.
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Using VIP

To search for title records, add temporary title
records, and/or create an order line for a title:

1. When creating an order/order line, click the VIP helper. E§

2. IntheISBN field, type or paste the ISBN of the title for which you
want to search.

3.  Inthe VIP Vendor list, select the vendor whose catalog you want to
search.
Add Basit Order : Ched: Cataleg and Vendor Availahility = Qi
ISBN: | | [ search |
! VIP vendor: |BT i
I
. Ttem not founy® ™1
i CLS
INGRAM
IULS
Vendor web service:
Vendor hits:

4, Click Search.

If no matching title records are found in your library’s catalog, the
Item not found in catalog message displays below the Format field.
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Add Orderines : Check Catalog and ¥endor Awvailability - O =

ISBN: 9781588164629 v

VIP vendor: |[ULS v
Format: MARC v
Item not found in catalog

vendor web service: United Library Services
vendor hits: 0
Error: ISBMN not found

[Add Temporary Title][glosel

If any matching title records are found in your library’s catalog, the
record or records display below the Format field. If multiple title
records were found, select a title in the results list to view
bibliographic information, call number and item information, and
open orders information (if the title is already on order.)

Add Orderines : Check Catalog and Vendor Availability = g
ISBN: 9781605478555 v
VIP vendor: ULS v

Description | Call Number/Item

Leader am8a0c

key 16232485

Date/time stamp 20100519101625.0

Fixed field data 10050552011 pau b 0010eng
LCCN 2010019255

ISBN 9781605478555 (alk. paper)

Local system # (DNLM)101530339

Cataloging source  DNLM/DLC DLC
Authentication code pcc

LC Call Number RT98 .A533 2011
NLM call number WY 106 AS546ca 2011
Dewey class number 610.73/43

Personal Author Anderson. Flizabeth T. ™
< >
Vendor web service: United Library Services
Vendor hits: 0
Error: ISBN not found

QOrder This Title

If a matching title record is found in the vendor’s catalog, the title,
author, publisher, and pricing information display below the area that
displays the title record in your library’s catalog (if a title record exists
in your library).
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Add Ordedines : Check Catalog and ¥endor Availability - o =
ISBN: 9780062072184 ~| [m
VIP vendor: |ULS v
Format: MARC v

Item not found in catalog

Vendor web service: United Library Services

Vendor hits: 1

Title: A Portrait of a Spy

Author: Silva, Daniel

Publisher: Harper Collins Books, 2011/07/01
Edition: HC

Availability: Stocked Item

List price: $29.,99

Discount percent: 30%

Discount price: $20.99

Add Temporary Titlel [Close]
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5. Do one of the following:

® If you want to search for the title again in a different vendor’s
catalog, select the vendor from the VIP Vendor list, and click
Search.

® If your library catalog does not contain the title, but the vendor
catalog does, create a brief title record by selecting the desired
catalog format for the record from the Format list, and clicking
Add Temporary Title. Edit the title information, and click Save to
create the title record.

® If your library catalog and the vendor catalog both contain the
title, click Order This Title to create an order line for the title.

6. Continue to create the order line as you normally do in the order
wizard.

Vendor Information Port Policy

The Vendor Information Port (VIP) wizard defines policies that are used to
make a connection to a vendor’s Web service. VIP is a tool that allows
you to simultaneously search your library’s catalog and a vendor’s
inventory for a title using an ISBN search. VIP can show if the title is
already in the library collection, and/or is available from the vendor. If
the library does not have the title, VIP can be used to populate a brief
bibliographic record with information from the vendor, such as title,
author, and price, and then create an order for the title. You can create a
Vendor Port Information policy for each supported vendor from which
you order materials.

Vendor Information Port policies are delivered for BWI, ULS, and
Ingram.

To create a new Vendor Information Port:
1. Navigate to the Configuration toolbar.

2. Open the Acquisition Configuration group of wizards and click the

Vendor Information Port wizard. g% vendor Infarmation Port

3.  Click Create.
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Vendor Information Port =B

Name: |

Description:

Vendor service URL:
Login name;

Login password:
Customer account:

Web service type:|BT v
< >

In the Name box, type the policy name.
In the Description box, type the policy description.
In the Vendor Service URL field, enter the vendor’s URL.

In the Login Name field, enter the login name that is to be used when
connecting to a vendor’s Web service. This name can be mixed case
or single case.

In the Login Password field, enter the password that is to be used
when connecting to a vendor’s Web service. Passwords can be mixed
case or single case.

In the Customer Account field, enter the customer account that is to
be used when connecting to a vendor’s Web service. This is optional
and may be left blank if a customer account will not be used.

Using the Web Service Type drop-down, select the appropriate
service type from the list. The Web services that SirsiDynix currently
supports are as follows: Baker & Taylor, BWI, Ingram, Midwest Tape,
and ULS.

Click Save.

Click Close.

The Web service will be available in the VIP helper once the system
has performed a halt and run.
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Overview

Appendix E: MARC Order
Loader/9XX

In this section you will learn to:

® Understand the general workflow for adding bibliographic
records with order information.

® Plan for the MARC order loader process.

® Import a file of bibliographic records with 9XX order information
onto the SirsiDynix Symphony server.

® Set up and schedule the Load Bibs with Order Info report.

® View, modify, and remove bibliographic and order files from the
SirsiDynix Symphony server.

® Set up and schedule the Load Flat Order Records report.

® View and remove order files loaded onto the SirsiDynix
Symphony server.

9XX ordering is when library staff selects materials for ordering on a book
vendor’s website. The book vendor will produce a file of MARC
bibliographic records where each record contains information about an
order for the title described in the bib record. The order information is in
one or more local use (9XX) tags in the bibliographic record.

The 9xx ordering process involves three-step process in Symphony:

® Use the MARC Order Import wizard, located on the Utility toolbar,
to copy the file of bibliographic records from a client workstation
to the appropriate directory on the server where Symphony
resides. This wizard is also used to manage the files used in the
process of loading 9XX orders.

® Use the Load Bibs with Order Info report, located on the
Acquisition Load tab in the Reports module, to load a file of
bibliographic records with 9XX order information into the
bibliographic database. This report also creates a flat file of order
records based on the 9XX order information in the bibliographic
records and places the file on the Symphony server.
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® Use the Load Flat Order records report, located on the
Acquisition Load tab in the Reports module, to load the file of
order records into the order database. These order records are
linked to their corresponding titles.

Once you load the bibliographic and order records to the Symphony
database, library staff can receive, process, and invoice materials as they
arrive using the Acquisitions wizards in WorkFlows.

Any vendor that can provide order information in SirsiDynix’s required
format can establish a 9XX book ordering relationship with a SirsiDynix
library site. Libraries using SirsiDynix Symphony need to contact vendors
that have an online book order web site to establish that orders may be
placed and that you can enter properly formatted funds and holding
codes for your purchases. Some vendors that have web site ordering
capabilities are Blackwell, Brodart, Ingram, Book Wholesalers, Inc. (BWI),
and Yankee Book Peddler (YPB). You must contact potential book
vendors to establish the 9XX usage for each of the vendors and register
with the vendors. Some vendors may charge a fee for the use of their web
site for ordering.

Considerations and Planning

The most efficient ordering in 9XX is for basic monographic materials,
such as firm and approval orders. You can order books, AV material, and
other materials if the order is of the Basic Order type. You cannot use
9XX to create Dated or Recurring Orders.

The vendor must be able to produce a file of bibliographic records where
each record contains information about an order for the title described in
the bibliographic record. The record must be in MARC communications
format.

In SirsiDynix Symphony’s MARC order loader, the library staff can
specify the MARC tag and subfield where each order data element is
located in the MARC record. However, SirsiDynix reserves the 999 field
for a special use in the MARC record loading process, so order
information cannot be housed in the 999 field.

Fund ID, holding code, and quantity must appear in the same MARC tag.
Fund IDs in order records specify which fund or funds to encumber
when creating an order. Holding codes define the library, item type, and
the location within the library where the material will be distributed after
processing. The funded quantity can be specified. If not, SirsiDynix will
assume a quantity of 1.
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Each of these three data elements (fund ID, holding code, and quantity)
must appear in separate and unique subfields. The order of the subfields
is not important. You can choose what subfields to use in this process to
represent each of the data elements; however, some vendors may specify
that certain values be represented by subfields of their choice.

The combination of these elements is referred to as “segments
information.” The tag designated for segments information can be
repeated to allow for ordering multiple copies from varying funds
and/ or for different holding codes.

Here are some examples of 9XX entries:

® This tag represents one copy funded from fund ARJREF and
distributed to holding code ARJREFBK. In other words, this is a
juvenile reference book that will be funded by a corresponding
fund.

947 | aARJREF | cARJREFBK

® This tag represents two copies funded from fund ARJREF and
distributed to holding code ARJREFBK.

947  |aARJREF|b2 |cARJREFBK

® The first tag represents one copy funded from fund ARJREF and
distributed to holding code ARREFBKJ; the second tag represents
four copies funded from fund ARJNF and distributed to holding
code ARJNFBK. In other words, one copy will go to the juvenile
reference collection funded by the corresponding fund. The
second copy will go to the juvenile non-fiction collection and
funded by a juvenile non-fiction fund.

947  |fARJREF|ql | hARJREFBK
947  |fARJNF|ql |hARJNFBK

Notice in the first two examples that |a represents the fund ID, |b
represents the quantity, and |c represents the holding code. In the
second example, fund ID is represented by |{, quantity by |q, and the
holding code by |h. You or the vendor will determine what subfields to
use when establishing order information in the designated 9XX tag so be
consistent when using them in this process.

Ask your book vendor these questions that relate to optional data
elements that can be loaded in an order:

® Can you supply the unit list price in downloaded bibliographic
records? Can you supply it in a local use field? If yes, will it be in
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tag and subfield that is different from the tag subfield
combination used for other order data elements?

® Can you supply the extended price in downloaded bibliographic
records? Can you supply it in a local use field? If yes, will it be in
tag and subfield that is different from the tag subfield
combination used for other order data elements?

® Can you supply purchase order numbers in downloaded
bibliographic records? If yes, will it be in tag and subfield that is
different from the tag subfield combination used for other order
data elements?

® (Can I enter notes when I place an order on your web site? Can you
include the notes I enter in downloaded bibliographic records? If
yes, will it be in tag and subfield that is different from the tag
/subfield combination used for other order data elements? How
many tag /subfield combinations do you support for notes?

For further information about considerations to make when using
the MARC Order Load process, refer to the WorkFlows online
Help topic “FAQs: Ordering Materials Using the SirsiDynix
Symphony MARC Order Loader”.
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Importing MARC Records with Order Information

The MARC Order Import wizard, located on the Utility toolbar, imports
and manages vendors’ MARC records and the order records created from
them. This wizard imports files of bibliographic records from the
workstation to the /Unicorn/Marcorderimp/Bibs directory on the SirsiDynix
Symphony server. Once the bibliographic record files are imported to
this server directory, the wizard can list, view, or remove the files.

To import bibliographic records with order
information:

1. Navigate to the Utility toolbar.

2.  Click the MARC Order Import wizard. £ marc order 1mport

MARC Order Import = 0 =
e
Order Files To Load L oaded Order Files Order Error Files
Import Bib Files To Load Loaded Bib Files Bib Error Files
Source:

Destination:

Import (h) || View | Edit(g) | Remove  Copy

3. In the Source box, type the source file name as it exists on the
workstation or network server, or click the Source gadget to select the
source file. Using the gadget will display the entire file path name in
the Source box, including the drive.

4.  In the Destination field, type the name you want to give the file when
it is imported.

5.  Click Import.

6. Click No if you have no more files to upload. Click Yes if you want to
select another file of records and append to the original imported file.
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MARC Order Import

te

Order Files To Load

Import

Source:
Destination:

Loaded Order Files

@MARC Order Import : Confirmation

ments\j

marcordg

3/ Are there more files to upload?

Order Error Files
Bib Error Files

Import{(b) || View | Edit{g) | Remove

If you would like to view the file that you just loaded, click the Bib

Files to Load tab, highlight the file name, and click View.

MARC Order Import

te

Order Files To Load

Loaded Order Files

Import

File list

Bib Files To Load

Order Error Files

Loaded Bib Files Bib Error Files

Oxx
ladodgers

tmport > | Yiew] | £t @

8. Click Cancel to exit the wizard.
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Load Bibs with Order Info Report

The Load Bibs with Order Info report in the Acquisition Load group of
reports matches and loads bibliographic data into the catalog, creates a
tile of flat ASCII order records, and tests the order records to verify they
can be loaded correctly into SirsiDynix Symphony. The order files
created by the report are placed in the Unicorn/Marcorderimp/Orders
directory on the server. Once the order record files are placed in this
server directory, the MARC Order Import wizard, as discussed in the
previous chapter, can be used to list, view, modify, or remove the files.
Order loading errors can also be found and corrected in this wizard.

When a bibliographic record is loaded that is new to the database, the
report adds the new title and a call number. A title control number is
assigned to the new title using the same mechanism used by the Load
Bibliographic Records report. When an incoming record finds a
match, Symphony will create flat order records for duplicate titles
found in the input file. For example, if you're importing duplicate
titles of different formats, Sympohny will create order records for
those duplicates.

When the 9XX ordering loader encounters a match between an incoming
bibliographic record and a database record, existing call number records
are examined to determine whether there is a qualifying existing call
number. An existing call number is used if there is a match between the
library of an existing call number and the library of the holding code
specified in the first segments entry in the input bibliographic record. If a
qualifying call number record does not exist, an auto-generated call
number is created.

Bibliographic records can be searched as soon as they are successfully
loaded. A flat file of order information is created, which will be loaded
with a subsequent report. If there is an error in a record that would
prevent the order from loading, the error record prints below the error
message in the report log to easily identify the data causing the problem.

For further information about bibliographic records and the
9XX/MARC Order Load process, refer to the WorkFlows online

Help topic “FAQs: Ordering Materials Using the SirsiDynix
Symphony MARC Order Loader.
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Loading Bibliographic Records with Order Information

1.

Acquisitions

When the Load Bibs with Order Info report is run, these values are
required:

File to load

Title Control Number Source for Incoming Items
Default Record Format

Class Scheme

Maintenance Library

Fiscal Cycle

Orderline ISBN

Currency

Vendor ID

Order Type

Segments Information

To load bibliographic records with order
information:

Navigate to the Reports toolbar.

Click the Schedule New Reports wizar

d '@ Schedule Mew Reports

Click the Acquisition Load tab of reports.

Double-click the Load Bibs with Order Info report or highlight it and
click Setup & Schedule.

Click the Load tab.
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Schedule New Reports : Schedule Load Bibs with Drder Info SRR

Basic Load | Order Options| Print Options
Input File ~

File to load: ~

Title Control Processing
Key Matching
® Match on title control number
O Match on title control number or indexed MARC tag
O Match on title control number and indexed MARC tag

Title control number source for incoming items:
Indexed MARC tag number: %

[ Compare multiple occurrences of a title control number field (not recommended)

General information
Default record format: v
Update title control information from title information entry:
O Shadow loaded records

Bibliographic Record Processing
[ORemove entries listed in the file "junktag"
Remove subject headings:
Call Number And Copy Processing
Copy processing: [1Create copies
Class scheme: AUTO -

Biafault haldina ~cadas  DECALL T e [ bt

| Schedule H Run Now (b) H Save As Template H Cancel l

Click on the File to Load drop-down and select your file.

In Key Matching, click on Match on Title Control Number, Match on
Title Control Number or indexed MARC Tag, or Match on Title
Control Number and Indexed MARC Tag.

Click the Title Control Number Source for Incoming Records gadget.

Highlight the tags that you want to use for matching and loading
bibliographic records and click the right arrow to move them over to
the List Selected.
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10.
11.

12.

13.
14.

15.

16.

Acquisitions

Gadget : Tile Control Key Rules = O =

Select the help icon on the toolbar for a detailed description.

To choose an entry, select an option from List to choose from.
Click >> to move your selection to List selected.

List to choose from List selected

Accession number (3001) 2, ISBN (020)
CALIS humber (001) OCLC number (001)
CLSI AT key (910 or 913) SIRSI(035)
Gavlord control number (001)

f
ISBN (021)

ISBN (U 010)
ISSN (022)
ISSN (U 011)

Laserquest number (001)
LCCN (001)

LCCN (010)

Local number (001)

Local number (035)
OCLC number (035)
RLIN number (001)

=

Click OK.

If you chose to match on the title control number and/or an indexed
MARC tag, click the Indexed MARC Tag Number gadget.

Highlight the tags that you want to use for matching and loading
bibliographic records and click the right arrow to move them over to
the List Selected.

Click OK.

Using the Default Record Format drop-down, select MARC from the
list.

Click the Shadow Loaded Records option if you do not want the titles
to display in the OPAC after being loaded.

General information

Default record format: ‘MARC V|
Update title control information from title information entry:| #

[0Shadow loaded records
Click the Remove Entries Listed in the File “Junktag” if you want

certain MARC tags to be removed from bibliographic records when
imported.
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\Z// The junktag file in the /Unicorn/Custom directory lists any unused
entries that are to be stripped from imported records. If you are a
SaasS site, contact Client Care to add additional junktags to the
file, otherwise the system administrator can make changes to this
file.

17.  Click on the Remove Subject Headings gadget to specify the removal of
certain subject headings from bibliographic records when imported.
Highlight the tags and click the right arrow to move them over to the
List selected.

Bibliographic Record Processing

MRemove entries listed in the file "junktag™
Remove subject headings:

18. Click OK.

19.  Click the Order Options tab.

Schedule New Reports : Schedule Load Bibs with Order Info
Basic| Load| Order Options | Print Options

Maintenance library: ARROWOOD v
Order ID: O Auto-generated order ID, create one orderline per bib record
® Auto-generated order ID, create one order per bib record
O Read order ID from bib record
MARC tag number: Subfield:
Default Vendor ID:
Customer number tag humber: Subfield:
Order type: v
Fiscal cycle: v
Orderline ISBN: Subfield:
Unit price tag number: Subfield:
Extended price tag number: Subfield:
Currency: i
Material type: v
Requisition number:
Requestor user ID tag number: Subfield:
Date received:
Date loaded:

Elc]

20.  Verify that the Maintenance library is correct. This is the library that
will “own” the order or orders.

21.  Select how you would like the report to generate your Order IDs. If
you select Read order ID from bib record, fill in the MARC tag
number and subfield from which this information will be acquired.
This will be a match point if updating an existing order.

22.  Click on the Default Vendor ID gadget. Select a vendor from the list
and click OK. This is a required field. The default vendor ID is
assigned to all orders loaded by the report if no customer number is
supplied in the Customer Number Tag Number field.
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23.

To specify the customer number of the vendor tied to the order, fill in
the Customer Number Tag Number fields. If the customer number
and tag are supplied in the Customer Number Tag Number and
Subfield field, but the customer number is not specified in the
bibliographic record, the vendor ID specified in the Default vendor ID
field is used to create the order.

Acquisitions

24.  Click on the Order Type drop-down field and select the order type.
This is a required field.

25.  Click on the Fiscal Cycle drop-down and select the current fiscal
cycle. This is a required field.

26. Ifneeded, fill in the Unit Price Tag number and Extended Price Tag
Number fields.

27.  Fill in the Orderline ISBN fields. This is a required field.

7~

ff.{/ If you do not use this option, fill in the Orderline ISBN field with

= the 9XX tag number and enter in a subfield value that will bring in
a blank field. For example, subfield z would likely produce no
value for this information but satisfy the requirement and load the
records.

28.  Click on the Currency drop-down and select the currency being used.
This field is needed so that the report will not contain errors
regarding the currency.

29.  Click on the Material Type drop-down and select a material type if
necessary. This is useful for statistical as well as tax purposes.

30.  If necessary, fill in a Requisition Number.

31. If needed, fill in the Requestor User ID Tag number fields.

Default Vendor ID: BT
Customer number tag number: Subfield:
Order type: |FIRM v
Fiscal cycle: | 2011 v
Orderline ISBN:|020 Subfield: |a
Unit price tag number: Subfield:
Extended price tag number: Subfield:
Currency: |US
Material type:
Requisition number:
Requestor user ID tag number: Subfield:
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32.  For electronic book bibliographic records, you may want to fill in a
date in the Date Received and Date Loaded fields. As you will never
receive physical copies, this will update the segment information of
the order lines accordingly for such materials.

33. If the vendor has allowed you to include order line notes, comments,
instructions, etc. in the bibliographic records, fill in the MARC Tag
Number and Subfield fields. Use the drop-downs to indicate where
in the order line the notes should be placed.

Additional orderline information

MARC tag number: 947 Subfield: |n
Entry ID: NOTE v

MARC tag number: 947 Subfield: |i
Entry ID: | INSTRUCT v

MARC tag number: Subfield:
Entry ID: v

MARC tag number: Subfield:
Entry ID: v

34.  Click on the Segments Information gadget.
Gadget : Segments Information = =
Segments tag number:
Fund ID subfield:

Quantity funded subfield:
Holding code subfield:

| OK H Cancel ]

35. Type in the Segments Tag Number which is the MARC tag in the
bibliographic record that contains the order information.

36.  Type in what subfields are used in the 9XX tag for fund ID, quantity
funded, and holding code and click OK.
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Gadget : Segments Information = O
Segments tag number: 947
Fund ID subfield: f

Quantity funded subfield:|q
Holding code subfield: h

[ OK H Cancel ]

37. Uncheck the box next to Set Date Mailed, Date to Claim, and Date to
Cancel if you are sending these orders to the vendor with EDI/X12
book ordering process.

Segments information: 947@FUND_ID:f/FUND_COPIES:q/HOLDING_CODE:h /(%]
Set date mailed, date to claim, date to cancel

38.  Click on the Print Options tab and verify the print options.

Schedule New Reports : Schedule Load Bibs with Order Info = @

Basic Load Order Options Print Options

Print loaded title
Print Flat Orders

| Schedule | l Run Now (b) ] l Save As Template

39. Click Run Now to run the report now, or click Schedule to run the
report at a later time.
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After this report has run, the finished report log will contain file name of
the flat order records file that was created. Make note of this file name. It
will be used in the next report.

hkkhkhkhkhkhkhhkhkkhkhkhkhkhkhkhkhkhkhkhkhkhkhkhkhhhkkhkhkhkhkhkhkhkhkhkhhk
Flat order records have been written to

d: /Sirsi/Unicorn/Marcordimp/Orders/2011
0322000110

Viewing, Modifying, or Removing Order
Information

Once the Load Bibs with Order Info report has run, you can view,
modify, or remove order information using the MARC Order Import
wizard in the Utility toolbar.

You are also able to view bib error files if a bibliographic record was not
loaded when the report was run.

To view or delete bibliographic records with
order information on the server:

1. Navigate to the Utility toolbar.

2.  Click the MARC Order Import wizard. &3 marc order import
3. Click the Loaded Bib Files tab.

4., Click on a file and click View.

MARC Order Import = O =

{4

Order Files To Load Loaded QOrder Files Order Error Files
Import | Bib Files To Load Loaded Bib Files Bib Error Files

Sort by: @ Date O Library policy number

File list
20090813 0001
20090813 0001
20090813 0001
20090813 0001
20100810 D001
20100810 0001
0001

= NS N Sl N )

Import (b) Edit (g) l Remove H Copy H Cancel ]
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5. If you want to delete the file of loaded bib records, click Remove.

Notice that the convention of the file name is YYYYMMDD. To see which
library imported the files, click on the Library policy helper to see the

number associated with the library.

MARC Order Import = 0 x
i
MARC Order Import : Library Policy Number SREE
Bib Error Files Orde NU — Description ~| r Files
Import
b 1] ARROWOOD E. A. Arrowood Foundation Lib
Sort by: ® Date O Library 2 FEW Chattles P. Few Fre(.a Llpraw
L 3 CAFFEY Patrick Caffey Public Library
File list 4 MOYERS Tracy Moyers { Pre-Memorial) L

20090813 J0001
20090813 |0001
20090813 J0001
20090813 |0001
20100810 J0O01
20100810 J0001
20110322 0001

=N = W=
o s s Jien e Bien ]

Import (b) Edit (q) [ Remove ” Copy ” Cancel ]
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To view or delete bibliographic records that
errored out in the load process:

1. Click the MARC Order Import wizard. &3 marc order 1mport
2. Click the Bib Error Files tab.

3. Click on a file and click View.

MARC Order Import =

tr

Order Files To Load Loaded Order Files Order Error Files
Import| BibFiles To Load | Loaded Bib Files | Bib Error Files

Sort by: ® Date O Library policy number

File list

20090813 0001 1
20100810 0001 1
20100810 0001 2
20110322 0001 1

e
e
e
e

Import (b) Edithﬂemove H Copy H Cancel ]

4.  If you want to delete the error file, highlight the file and click
Remove.
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To view, modify, and remove order files on the
server:

1. Click the MARC Order Import wizard. &3 marc order 1mport
2. Click the Order Files to Load tab.

3. Click on a file and click View.

MARC Order Import = O

te

Import | Bib Files To Load Loaded Bib Files Bib Error Files
Order Files To Load Loaded Order Files | Order Error Files

Sort by: @ Date O Library policy number

File list

20090813 0001 1 o
20090813 0001 4 o
o]
0

20100810 0001 1

Import (b) %iew H Edit {(g) H Remove ] Copy
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B view.txt - Notepad

File Edit Format View Help

HHE DOCUMENT BOUMDARY #wH
FORM=LDORDER

.ORDR_ID. | aPO-170

.VEND_ID. | aBT

.ORDR_LIER. | a8k ROWOOD
.FISCAL_CYCLE. |az011
.ORDR_TYFE. | aFTRM

. ORDR_DATE_READY. |az0110322
.ORDR_DATE_MAILED. |azo110322
. ORDR_DATE_CANCEL. |az0o110620
.ORDR_DATE_CLAIM. |az0110421
.LINE_ITEM_BEGIM.

. LINE_CALLMUM, | ax<(37578.1)
.LINE_TITLEID. | 2978141556652 5
. LINE_VEND_CURR. |aus
.LINE_COPIES. | az

. LINE_DATE_MAILED. |az0110322

- LIME_ITEM_EMD.

- FUMD_SEGMEMNT _BEGIM.

- LIME_FUMD_ID. | aaRRMNF&EO0
. LIME_FUMD_COPIES. | az
. FUMD_SEGMENT _EMD.
DIST_SEGMEMNT _BEGIM.

- HOLDIMNG_CODE. | aARMNFEK
SLIME_DIST_COPIES. | az
DIST_SEGMENT_EMD.

HHH DOCUMENT BOUMDARY H¥HH
FORM=LDORDER

LORDR_ID. | apPo-171

LWEND_ID. |aBT

.ORDR_LIEBR. | aARROWOOD
LFISCAL_CYCLE. |az011
.ORDR_TYPE. | aFIRM
.ORDR_DATE_READY. |azolloz2z2
LORDR_DATE_MAILED. |azol1o0322
.ORDR_DATE_CAMNCEL. |azo110620
.ORDR_DATE_CLAIM, |azollo421
LLINE_ITEM_BEGIN.

LLIME_CALLMUM, | axx(o7579.10
LINE_TITLEID. | 29781416594 802
.LINE_VEMD_CURR. |aus
.LINE_COPIES. |a3
.LINE_DATE_MAILED. |azol1o0322

- LIME_ITEM_EMD.

- FUMD_SEGMENT _BEGIM.

. LIME_FUMND_ID. | asRRFIC
. LIME_FUND_COPIES. | a3

- FUMD_SEGMENT _EMD.
DIST_SEGMEMNT_BEGIM.

- HOLDIMNG_CODE. | aARFICEK
LIME_DIST_COPIES. | a3
DIST_SEGMENT _EMD.

4.  Click the X to close out of Notepad.

5.  To modify the order information, highlight the file and click Edit.
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MARC Order Import = O =

s

Import | Bib Files To L oad L oaded Bib Files Bib Error Files
Order Files To Load | Loaded Order Files | QOrder Error Files

Sort by: @ Date O Library policy number

File list

20090813 0001 1
20090813 0001 4
20100810 0001 1
20110322 0001 1

Import (b) [ Yiew ] Edit (g) ” Remove ] Copy

6.  Make the necessary changes to the file and save them in Notepad. For
example, you might find it necessary to edit the Vendor ID value if a
wrong ID was used per the Load Bibs with Order Info report.
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B order,.txt - Motepad

File Edit Format ¥iew Help

W DOCUMENT BOUNDARY *%¥
FORM=LDORDER

LORDR_ID. | aP0-170

WEND_ID. | 2BT

.ORDR_LIER. | AR RCWOOD
LFISCAL_CYCLE. |a2oll
.ORDR_TYPE. | aFIRM
.ORDR_DATE_READY . lazolilo3zz
.CRDR_DATE_MAILED. |a2ollo32z
. ORDR_DATE_CANCEL. |a2ell0620
L ORDR_DATE_CLATM, lazollo421
LLIME_ITEM_BEGIM

L LIME_CALLMUM, | ax={87573.10
.LIME_TITLEIL. | a97B8l416566625
. LINE_WEND_CURR. |aus
.LIMNE_COPIES. a2
.LINE_DATE_MAILED. |a2olloz22

LIME_ITEM_END.
- FUND_SEGMEMT _BEGIN.

LLINE_FUND_ID. |aARRNF&00
.LIME_FUND_COPIES. |az
. FUND_SEGMENT_END.
.DIST_SEGMENT_BEGTN. Make any
. HOLDING_CODE. AARNFEK
.LINE_DIST_COPIES.  |az necessary changes
.DIST_SEGMEMT_EMD.
wu DOCUMENT BOUNDARY #%% and X out of the
FORM=LDORDER
.ORDR_ID. |aPo-171 Notepad file
.WEND_ID.  |aBT
LORDR_LIER.  |2ARROWQOD
LFISCAL_CYCLE. |az01ll
.ORDR_TYPE.  |aFIRM
.ORDR_DATE_READY.  |az01l0322
.ORDR_DATE_MAILED.  |az0llo3zz
.ORDR_DATE_CANCEL.  |az0110620
LORDR_DATE_CLAIM.  |a201l0421
.LINE_ITEM_BEGIN.
LLINE_CALLNUM,. | ax<(97579.10
LLINE_TITLEID. |a9781416594802
.LINE_VEND_CURR.  |aus
.LINE_COPIES. |a3
LLINE_DATE_MAILED.  |az0llo3zz
LLINE_ITEM_END.
. FUND_SEGMENT_BEGIN.
.LINE_FUND_ID. |aARRFIC
.LINE_FUND_COPIES. |a3
. FUND_SEGMEMT_EMD.
.DIST_SEGMENT_BEGIM.
\HOLDING_CODE. | aARFICBEK
.LINE_DIST_COPIES.  |a3
.DIST_SEGMEMT_EMD.
7. Click Upload.
MARC Drder Import = s

i

Import | Bib Files To Load Loaded Bib Files | Bib Error Files
Order Files To Load Loaded Order Files | Order Error Files

Sort by: @ Date O Library policy number

File list

20090813 0001 1 o
20090813 0001 4 o
20100810 0001 1 o
20110322 0001 1 o

Upload (qg)

Import(b) View Remove | Copy
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8. Toremove a file from the list, highlight the file and click Remove.

MARC Order Import = =

te

Import | Bib Files To L oad Loaded Bib Files Bib Error Files
Order Files To Load Loaded Order Files | Order Error Files

Sort by: @ Date O Library policy number

~ || MARC Order Import : Confirmation

Import (b) l View H Edit {g) H Remove l Copy

9.  Click Yes.

10. Click Cancel to close out of the wizard.
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This is how the bibliographic record will appear once loaded into the
system:

Call Number/Item Bound-with Orders Serials Ctrl Selections
Control | Bibliographic | MARC Holdings

Shadow title: N

Rec_Type |a Bib Lvl m TypeCtrl Enc_Lvl 8
Desc a Entrd 100114 Dat_ Tp s Datel 2009
Date2 Ctry nyu Tlus Audience
Repr Cont b GovtPub ConfPub O
Festschr O Tndx 0 Fiction 0 Biog
Lang eng Mod_Rec Source
Label Tag Ind. Contents

~|Subject term 650 0 Young men|xConduct of life. ~
e Subject term 650 0 Young men|vLife skills guide.
" | =IHeld by 596 ARROWOOD
| |=l1sBN 020 9781416566625 (pob : alk. paper)
:ﬂISBN 020 1416566627 (pob : alk. paper)

~|1SBMN 020 9781416566854 (ebook : alk. paper)
| -l1sBN 020 1416566856 (ebook : alk. paper)
jUpdate catalog data 948 |fARRNF&00| g2 |hARNFBK
_.Holdings a99 |hARNFBK v

Notice how the 999 tag is reserved for the holding code. If this
bibliographic record had matched an existing bibliographic record,
only the 9XX and 999 tags would have been updated.
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Load Flat Order Records Report

The Load Flat Order Records report loads the flat ASCII order records
created by the Load Bibs with Order Info report.

To load order records:
1. Navigate to the Reports toolbar.

% Schedule Mew Reports

N

Click the Schedule New Reports wizards.
3.  Click the Acquisition Load tab.

4.  Double-click the Load Flat Order Records report or highlight it and
click Setup & Schedule.

5.  Click the Order Loading tab.

Schedule New Reports : Schedule Load Flat Order Records - O x
Basic Order Loading | Style Sheet| Print Order,

File to Load: v
Maintenance library: ARROWQQOD v
[OTest only

Number of times to retry when records are in use: 3
Number of seconds to wait before each retry: |1

| Schedule H Run Now (b) H Save As Template ] [ Cancel ]

6.  Click on the File to Load drop-down and select the file.

~

Verify the Maintenance library.

8.  Click the box next to Test Only if you want to run this report in test
mode first.

9.  If necessary, modify the value in the Number of Times to Retry When
Records are in Use field. Some libraries may encounter the “records
are currently in use” message attempting to load records, so this
option enables the library to configure how many times the report is
to retry loading records.

10.  If necessary, modify the value in the Number of Seconds to Wait
Before Each Retry field.

11. Click the Print Order tab.
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Schedule New Reports : Schedule Load Flat Order Records = O =
Basic| Order Loading| Style Sheet| Print Order

Order Information
OAmount [CODates
OExtended CONumbers

Order Line Information
OJAmounts [lBibliographic [IDates

OExtended OMiscellaneous CDNumbers

Segments Information
O Cancellation O Claiming

O Distribution O Funding

O Subtotals

O Summary

CIXML output

O Order/Qrder Line record per page

| Schedule H Run Now (b) H Save As Template H Cancel I

12. Make any necessary selections to print order, order line, and segment
information.

13. If you want XML output, select the XML Output box in this tab, then
click the Style Sheet tab and select a style sheet from the drop-down
list.

14. Click Run Now to run the report now, or click Schedule to run the
report at a later time.

Once orders have been loaded, you can review and modify them using
the Acquisitions order wizards as needed. Once loaded, the orders do not
require any special processing.

Load flat order records

Produced Tuesday, March 22, 2011 at 12:53 PM

Order ID:PO-171 fiscal cycle: 2011
Vendor ID:BT order type:FIRM
1) requisition number: copies:3
unit price: $0.00 native unit price: $0.00
extended price: $0.00 native extended price: $0.00
amount encumbered: $0.00 amount invoiced: $0.00
amount paid: $0.00

discount: 0
call number:XX(97579.1)
ISBN/ISSN:9781416594802
Personal Buthor:Kyle, Aryn.
Title:Boys and girls like you and me : stories / Aryn

Kyle.
Edition:1st Scribner hardcover ed.
Publication info:Wew York : Scribner, 2010.
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To view, modify, and remove loaded order
information on the server:

1. Navigate to the Utility toolbar.

2.  Click the MARC Order Import wizard. & warc order tmport
3.  Click the Loaded Order Files tab.

4. Highlight the file and click View.

MARC Drder Import = O %
e
Import Bib Files To Load Loaded Bib Files Bib Error Files
Order Files ToLoad | Loaded Order Files | Order Error Files

Sort by: @ Date O Library policy number

File list

20090813 0001 2
20090813 0001 3
20100810 0001 1 n
20110322 0001 1

- =

Import(b Edit {g) [ Remowve H Copy ” Cancel ]
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B view.txt - Notepad

File Edit Format ‘iew Help

WHE DOCUMENT BOUNDARY ¥
FORM=LDORDER

LORDR_ID. |aPo-170

WVEND_ID. |aBT

.ORDR_LIER. | 2ARROWOOD
LFISCAL_CYCLE. |az011
.ORDR_TYPE. | aFTRM
.ORDR_DATE_READY. |az0110322
LORDR_DATE_MAILED. |azol1o322
.ORDR_DATE_CANCEL. |a20110620
.ORDR_DATE_CLATM. |azo110421
. LIMNE_ITEM_BEGIMN.

L LIME_CALLMUM. | (975 78.1)
LLINE_TITLEID. | a9781416566625
. LINE_VEMD_CURR. |aus
.LINE_COPIES. |a2

. LINE_DATE_MAILED. |az2o110322

LLINE_ITEM_EMND.

. FUND_SEGMENMT_BEGIM.
LLINE_FUND_TID. | aARRMFE00
LINE_FUND_COPIES. a2
. FUND_SEGMENT _END.
LDIST_SEGMENMT_BEGIN.
HOLDING_CODE. | AARNFEK
LLINE_DIST _COPIES. |az
.DIST_SEGMENT_END.

HEH DOCUMENT BOUNDARY
FORM=LDORDER

.ORDR_ID. |aPo-171

LVEND_ID. |aBT

.ORDR_LIER. | AARROWOOD
LFISCAL_C¥CLE. |az011
.ORDR_TYPE. | aFIRM
.ORDR_DATE_READY. |az0110322
.ORDR_DATE_MATILED. |azol10322
.ORDR_DATE_CANCEL. |azolloszo
.ORDR_DATE_CLATIM. |az0110421
. LINE_ITEM_BEGIHN.

L LIME_CALLNUM, | axx({87579.1)
LLIME_TITLEID. | a9781416594802
. LINE_VEND_CURR. |aus

. LIMNE_COPIES. | a3
.LIME_DATE_MAILELD. |azollo322

LLINE_ITEM_END.
FUND_ZEGMENMT_BEGIM.
LLIME_FUND_TID. | aARRFIC
LLINE_FUND_ZORIES. | a3

« FUND_SEGMENMT_EMD.
LDIST_SEGMEMT_BEGIN.

L HOLDING_CODE. | aARFICEK
LLINE_DIST _COPIES. | a3
LDIST_SEGMENMT_END.

5.  Toremove a file from the list, highlight the file and click Remove.
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6.

7.

MARC Order Import

te

Import Bib Files To Load Loaded Bib Files Bib Error Files
Order Files To Load Loaded Order Files Order Error Files

Sort by: @ Date O Library policy number
File list

20090813 0001 2 n
20090813 0001 3
20100810 0001 1
20110322 0001 1

= i Rien

Import (b) Edit (g) | Remove H Copy H Cancel ]

Click Yes.

MARC Order Import

tr

Import Bib Files To Load Loaded Bib Files Bib Error Files
Order Files To Load Loaded Order Files Order Error Files

Sort by: @ Date O Library policy number

2009 \ .
5010 3/ Are you sure you want to remove the selected items?

2011

Import {b) Edit (g) [ Remove H Copy H Cancel ]

Click Cancel to close out of the wizard.

+%a
w 325




Appendix F: Acquisition
Exercises

Basic Orders

Exercise 1: Single Copy — Single Fund

Create the order

1. Open the Orders group of wizards and click the Add Basic Order
wizard.

2.  Search for the title you want to order or click the Add Temporary Title
helper to add a brief bibliographic record.

3.  Click Order This Title.
4.  Complete the Enter Order Information window.

® In the Vendor ID field, click the gadget and select a vendor.
® In the Order Type drop-down list, select FIRM.

® Verify the Fiscal Cycle and the Library.

® (lick Add Order.

5.  Complete the Enter Orderline Information widow.

® Type a Unit Price.

® In the Quantity field, type 1 for the number of copies.
® Add Additional Orderline Information, if necessary.
® (lick Continue.

6. Complete the Enter Fundings and Distributions window.

® [n the Fund ID field, click the gadget and select a fund.

® [n the Funded Quantity field, keep ALL as the funded quantity
amount.

® In the Holding Code field, type or select a holding code from the
drop-down list.

® In the Distributed Quantity field, keep ALL as the distributed
quantity amount.
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® (lick Add Orderline.
7. Click Finish.

8.  Complete the Mark Order Finished window.

® In the Date Ready field, accept the default of TODAY, or use the
gadget to select a specific date.

® (lick Save and Close.

Receive the order
9.  Within the Orders group of wizards, click the Receive Orders wizard.
10. Search for the order and, if necessary, click Receive Orders.
11. Complete the Receive Copies window.

® In the Quantity Receiving field, type 1.
® C(lick Receive Orderline.

® (lick Close.

Create the invoice
12.  Open the Invoices group of wizards and click the Add Invoice wizard.

13. Complete the Enter Invoice and Vendor ID window.
® In the Invoice ID field, type an invoice number or select AUTO
from the drop-down list.
® In the Vendor ID field, click the gadget and select a vendor.

® In the Date Invoiced field, accept the default of TODAY, or use the
gadget to select a specific date.

® (lick Add Invoice.

14.  Click the Add Invoiceline tool and complete the Add Invoiceline
window.

® Enter the Amount.
® Verify the Link drop-down is set to Order.

® Use the gadget to select the Order ID, which also allows you to
identify the Orderline. Click Invoice Orderline.

Acquisitions C‘%}' 327




® Verify the Quantity and Fiscal Cycle.
® (lick Add Invoiceline.
® (lick Modify Invoiceline.

15. Click Close.

Pay the invoice
16. Within the Invoices group of wizards, click the Pay Invoice wizard.
17. Search for the invoice to pay and, if necessary, click Pay Invoice.
18. Complete the Pay Invoice window.

® If paying by check, type the Check #.

® [n the Date Paid field, accept the default of TODAY, or use the
gadget to select a specific date.

® Verify that the Select All box is checked.
® (lick Pay Selected Lines.
® (lick Close.

Add the item to the catalog

19.  Open the Orders group of wizards and click the Add Ordered Items to
Catalog wizard.

20.  Search for the title to load.
21.  Complete the Loading Order window.

® In the Base Call Number field, update the call number, if
necessary.

® Using the drop-down, select a Class Scheme, if necessary.
® Verify the Holding Code or select one from the drop-down list.

® (lick Add Item next to the Date Received field of each copy, if
necessary.

® (lick Add/Update Items.

® Retain the auto-generated Item ID or scan in your own barcode.
® Make any additional changes to the New Call Number.

® When finished, click Add/Update Items.

® (lick Close.
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Exercise 2: Two Order Lines — One Copy Each — Single Fund

Create the Order

1. Open the Orders group of wizards and click the Add Basic Order
wizard.

2. Search for the title you want to order or click the Add Temporary Title
helper to add a brief bibliographic record.

3.  Click Order This Title.

4,  Complete the Enter Order Information window.

In the Vendor ID field, click the gadget and select a vendor.

® In the Order Type drop-down list, select FIRM.
® Verify the Fiscal Cycle and the Library.
® C(lick Add Order.
5.  Complete the Enter Orderline Information widow.
® Type a Unit Price.
® In the Quantity field, type 1 for the number of copies.
® Add Additional Orderline Information, if necessary.
® (lick Continue.
6. Complete the Enter Fundings and Distributions window.

® In the Fund ID field, click the gadget and select a fund.

® In the Funded Quantity field, keep ALL as the funded quantity
amount.

® [In the Holding Code field, type or select a holding code from the
drop-down list.

® [n the Distributed Quantity field, keep ALL as the distributed
quantity amount.

® (lick Add Orderline.

e
7. Click the Add New Orderline tool.

8.  Search for the title you want to order or click the Add Temporary Title
helper to add a brief bibliographic record.
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9.  Click Order This Title.
10. Complete the Enter Orderline Information widow.

® Type a Unit Price.

® In the Quantity field, type 1 for the number of copies.
® Add Additional Orderline Information, if necessary.
® (lick Continue.

11. Complete the Enter Fundings and Distributions window.

® In the Fund ID field, click the gadget and select a fund.

® In the Funded Quantity field, keep ALL as the funded quantity
amount.

® [In the Holding Code field, type or select a holding code from the
drop-down list.

® [In the Distributed Quantity field, keep ALL as the distributed
quantity amount.

® (lick Add Orderline.
12. Complete the Mark Order Finished window.

® [n the Date Ready field, accept the default of TODAY, or use the
gadget to select a specific date.

® (lick Save and Close.

Receive the order
13.  Within the Orders group of wizards, click the Receive Orders wizard.
14. Search for the order and, if necessary, click Receive Orders.
15. Complete the Receive Copies window.

® (lick the check box next to the PO number.

® (lick Receive Selected Orderlines.

Create the Invoice
16.  Open the Invoices group of wizards and click the Add Invoice wizard.

17. Complete the Enter Invoice and Vendor ID window.
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18.
19.

20.
21.
22.
23.

24.
25.
26.

27.

28.

29.

Acquisitions

® In the Invoice ID field, type an invoice number or select AUTO
from the drop-down list.

® In the Vendor ID field, click the gadget and select a vendor.

® In the Date Invoiced field, accept the default of TODAY, or use the
gadget to select a specific date.

® (lick Add Invoice.
Click the Create Invoice Lines for Order helper.

If not already selected, click the Populate Invoice Line Amount from
Order Line check box and click OK.

Search for the order to invoice.
Click Create Invoice Lines.
Click OK.
Click Close.
Pay the invoice
Within the Invoices group of wizards, click the Pay Invoice wizard.
Search for the invoice to pay, and, if necessary, click Pay Invoice.

Complete the Pay Invoice window.

® If paying by check, type the Check #.

® [n the Date Paid field, accept the default of TODAY, or use the
gadget to select a specific date.

® Verify that the Select All box is checked.
® (lick Pay Selected Lines.
Click Close.

Add the item to the catalog

Open the Orders group of wizards and click the Add Ordered Items to
Catalog wizard.

Search for the title to load.
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30.  Complete the Loading Order window.
® In the Base Call Number field, update the call number, if
necessary.
® Using the drop-down, select a Class Scheme, if necessary.
® Verify the Holding Code or select one from the drop-down list.

® (lick Add Item next to the Date Received field of each copy, if
necessary.

® (lick Add/Update Items.
® Retain the auto-generated Item ID or scan in your own barcode.
® Make any additional changes to the New Call Number.

® When finished, click Add/Update Items.
31. Click Close

332 | 2‘;{; SirsiDynix Symphony Training




Exercise 3: Single Copy — Single Fund — Using SmartPort

The Add Basic Order wizard must be configured to allow adding from
SmartPort. Check your Behavior properties to be sure this feature is
available and configured according to your copy cataloging needs.

1. Open the Order group of wizards and click the Add Basic Orders
wizard.

2.  Click the SmartPort helper.

Select the database from which you wish to obtain the record, and
click Connect.

Search for the title.

Select the title in the search results and click Display.
Click Capture to begin the download.

Verity or type the Match and Load options, and click OK.

Make any necessary changes to the incoming bibliographic record,
and click Save.

3. Click Order This Title.

4.  Complete the Enter Order Information window.
® In the Vendor ID field, click the gadget and select a vendor.
® In the Order Type drop-down list, select FIRM.
® Verify the Fiscal Cycle and the Library.
® (lick Add Order.
5.  Complete the Enter Orderline Information widow.
® Type a Unit Price.
® In the Quantity field, type 1 for the number of copies.
® Add Additional Orderline Information, if necessary.
® (lick Continue.

6. Complete the Enter Fundings and Distributions window.

Acquisitions

In the Fund ID field, click the gadget and select a fund.
In the Funded Quantity field, keep ALL as the funded quantity

amount.
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® In the Holding Code field, type or select a holding code from the
drop-down list.

® In the Distributed Quantity field, keep ALL as the distributed
quantity amount.

® (lick Add Orderline.
7. Click Finish.

8.  Complete the Mark Order Finished window.

® [In the Date Ready field, accept the default of TODAY, or use the
gadget to select a specific date.

® (lick Save and Close.

Receive the order
9.  Within the Orders group of wizards, click the Receive Orders wizard.
10. Search for the order and, if necessary, click Receive Orders.
11. Complete the Receive Copies window.

® In the Quantity Receiving field, type 1.
® (lick Receive Orderline.

12. Click Close.

Create the invoice
13.  Open the Invoices group of wizards and click the Add Invoice wizard.
14.  Complete the Enter Invoice and Vendor ID window.

® In the Invoice ID field, type an invoice number or select AUTO
from the drop-down list.

® In the Vendor ID field, click the gadget and select a vendor.

® [In the Date Invoiced field, accept the default of TODAY, or use the
gadget to select a specific date.

® (lick Add Invoice.
15.  Click the Create Invoice Lines for Order helper.

16. If notalready selected, click the Populate Invoice Line Amount from
Order Line check box and click OK.

17. Search for the order to invoice.
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18. Click Create Invoice Lines.
19. dlick OK.
20.  Click Close.
Pay the invoice
21.  Within the Invoices group of wizards, click the Pay Invoice wizard.
22. Search for the invoice to pay, and, if necessary, click Pay Invoice.

23. Complete the Pay Invoice window.

® If paying by check, type the Check #.

® [n the Date Paid field, accept the default of TODAY, or use the
gadget to select a specific date.

® Verify that the Select All box is checked.
® C(lick Pay Selected Lines.
24.  Click Close.

Add the item to the catalog

25.  Open the Orders group of wizards and click the Add Ordered Items to
Catalog wizard.

26. Search for the title to load.
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27. Complete the Loading Order window.
® In the Base Call Number field, update the call number, if
necessary.
® Using the drop-down, select a Class Scheme, if necessary.
® Verify the Holding Code or select one from the drop-down list.

® (lick Add Item next to the Date Received field of each copy, if
necessary.

® (lick Add/Update Items.

® Retain the auto-generated Item ID or scan in your own barcode.
® Make any additional changes to the New Call Number.

® When finished, click Add/Update Items.

® (lick Close.
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Exercise 4: Single Copy — Funding Split by Amount or

Percentage
1.

Acquisitions

Open the Orders group of wizards and click the Add Basic Order
wizard.

Search for the title you want to order or click the Add Temporary Title
helper to add a brief bibliographic record.

Click Order This Title.

Complete the Enter Order Information window.

In the Vendor ID field, click the gadget and select a vendor.
In the Order Type drop-down list, select FIRM.

Verity the Fiscal Cycle and the Library.

Click Add Order.

Complete the Enter Orderline Information widow.

Type a Unit Price.
In the Quantity field, type 1 for the number of copies.
Add Additional Orderline Information, if necessary.

Click Continue.

Complete the Enter Fundings and Distributions window.

® In the tree, select the check box next to the fund and click the

Delete a Segment tool.

® (lick the Add a Fund/Distribution Cluster(s) tool. Complete
the Add a Funding/Distribution Cluster(s) window.

In the Number of fundings field, verify that the value is 1.
In the Funding drop-down list, select Multiple Funding.

In the Number of splits per funding field, verify that the value
is 2.

In the Split funding drop-down, select either Amount or
Percentage Split.
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® In the Number of distributions per funding field, verify that
the value is 1.

® [In the Distribution drop-down list, select Holding
Distribution.

® C(Click OK.
® In the Funded Quantity field, type 1.
® Use the Fund ID gadget to select the two funds.
® Type the percentage or amount split in the two boxes.

® In the Holding Code field, type or select a holding code from the
drop-down list.

® In the Distributed quantity field, type 1.

® (lick Add Orderline.
7. Click Finish.

8.  Complete the Mark Order Finished window.

® In the Date Ready field, accept the default of TODAY, or use the
gadget to select a specific date.

® (lick Save and Close.

Receive the order
9.  Within the Orders group of wizards, click the Receive Orders wizard.
10. Search for the order and, if necessary, click Receive Orders.
11. Complete the Receive Copies window.

® In the Quantity Receiving field, type 1.
® (lick Receive Orderline.

12. Click Close.

Create the invoice
13.  Open the Invoices group of wizards and click the Add Invoice wizard.

14. Complete the Enter Invoice and Vendor ID window.

® In the Invoice ID field, type an invoice number or select AUTO
from the drop-down list.

® In the Vendor ID field, click the gadget and select a vendor.
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15.
16.

17.
18.
19.
20.

21.
22.
23.

24.

25.

26.
27.

Acquisitions

® [In the Date Invoiced field, accept the default of TODAY, or use the
gadget to select a specific date.

® (lick Add Invoice.
Click the Create Invoice Lines for Order helper.

If not already selected, click the Populate Invoice Line Amount from
Order Line check box and click OK.

Search for the order to invoice.
Click Create Invoice Lines.
Click OK.

Click Close.

Pay the invoice

Within the Invoices group of wizards, click the Pay Invoice wizard.
Search for the invoice to pay and, if necessary, click Pay Invoice.
Complete the Pay Invoice window.

® If paying by check, type the Check #.

® In the Date Paid field, accept the default of TODAY, or use the
gadget to select a specific date.

® Verify that the Select All box is checked.
® (lick Pay Selected Lines.
Click Close.

Add the item to the catalog

Open the Orders group of wizards and click the Add Ordered Items to
Catalog wizard.

Search for the title to load.
Complete the Loading Order window.

® In the Base Call Number field, update the call number, if
necessary.

® Using the drop-down, select a Class Scheme, if necessary.
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® Verify the Holding Code or select one from the drop-down list.

® (lick Add Item next to the Date Received field of each copy, if
necessary.

® (lick Add/Update Items.
® Retain the auto-generated Item ID or scan in your own barcode.
® Make any additional changes to the New Call Number.
® When finished, click Add/Update Items.
28.  Click Close.
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Exercise 5: Two Copies — Two Funds — Same Holding
Distribution

Create the order

1. Open the Orders group of wizards and click the Add Basic Order
wizard.

2. Search for the title you want to order or click the Add Temporary Title
helper to add a brief bibliographic record.

3.  Click Order This Title.
4.  Complete the Enter Order Information window.

® [In the Vendor ID field, click the gadget and select a vendor.
® In the Order Type drop-down list, select FIRM.

® Verify the Fiscal Cycle and the Library.

® (lick Add Order.

5.  Complete the Enter Orderline Information widow.

® Type a Unit Price.

® In the Quantity field, type 2 for the number of copies.
® Add Additional Orderline Information, if necessary.
® (lick Continue.

6. Complete the Enter Fundings and Distributions window.

® (lick the Add a Fund/Distribution Cluster(s) tool. Complete
the Add a Funding/Distribution Cluster(s) window.

3
NV } You may also add a segment by right-clicking in the tree.

® In the Number of fundings field, verify that the value is 1.
® In the Funding drop-down list, verify that it is Single Funding.

® In the Number of distributions per funding field, verify that
the value is 1.

® [In the Distribution drop-down list, verify that the value is
Holding Distribution.
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e (lick OK.

® [In the Fund ID field, click the gadget and select a fund for the first
fund.

® [In the Funded Quantity field, type 1.

® In the Holding Code field, type or select a holding code from the
drop-down list.

® In the Distributed Quantity field, type 1.

® In the Fund ID field, click the gadget and select a fund for the
second fund.

® In the Funded Quantity field, type 1.

® In the Holding Code field, type or select a holding code from the
drop-down list.

® In the Distributed Quantity field, type 1.
® (lick Add Orderline.
/.  Click Finish.

8.  Complete the Mark Order Finished window.

® In the Date Ready field, accept the default of TODAY, or use the
gadget to select a specific date.

® (lick Save and Close.

Receive the order
9.  Within the Orders group of wizards, click the Receive Orders wizard.
10. Search for the order and, if necessary, click Receive Orders.
11. Complete the Receive Copies window.

® In the Quantity Receiving field, type 2.
® (lick Receive Orderline.

12. Click Close.

Create the invoice
13.  Open the Invoices group of wizards and click the Add Invoice wizard.

14. Complete the Enter Invoice and Vendor ID window.
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15.
16.

17.
18.
19.
20.

21.
22.
23.
24.

25.

26.

27.

Acquisitions

® In the Invoice ID field, type an invoice number or select AUTO
from the drop-down list.

® In the Vendor ID field, click the gadget and select a vendor.

® In the Date Invoiced field, accept the default of TODAY, or use the
gadget to select a specific date.

® (lick Add Invoice.
Click the Create Invoice Lines for Order helper.

If not already selected, click the Populate Invoice Line Amount from
Order Line check box and click OK.

Search for the order to invoice.
Click Create Invoice Lines.
Click OK.
Click Close.
Pay the invoice
Within the Invoices group of wizards, click the Pay Invoice wizard.
Search for the invoice to pay.
Click Pay Invoice.

Complete the Pay Invoice window.

® If paying by check, type the Check #.

® [In the Date Paid field, accept the default of TODAY, or use the
gadget to select a specific date.

® Verify that the Select All box is checked.
® (lick Pay Selected Lines.
Click Close.

Add the items to the catalog

Open the Orders group of wizards and click the Add Ordered Items to
Catalog wizard.

Search for the title to load.
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28.  Complete the Loading Order window.
® In the Base Call Number field, update the call number, if
necessary.
® Using the drop-down, select a Class Scheme, if necessary.
® Verify the Holding Codes or select them from the drop-down list.

® (lick Add Item next to the Date Received field of each copy, if
necessary.

® (lick Add/Update Items.
® Retain the auto-generated Item IDs or scan in your own barcodes.
® Make any additional changes to the New Call Number.

® When finished, click Add/Update Items.
29. Click Close.
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Exercise 6: Two Copies — One Fund — Two Holding
Distributions

1. Open the Orders group of wizards and click the Add Basic Order
wizard.

2. Search for the title you want to order or click the Add Temporary Title
helper to add a brief bibliographic record.

3.  Click Order This Title.
4.  Complete the Enter Order Information window.

® [In the Vendor ID field, click the gadget and select a vendor.
® In the Order Type drop-down list, select FIRM.

® Verify the Fiscal Cycle and the Library.

® (lick Add Order.

5.  Complete the Enter Orderline Information widow.

® Type a Unit Price.

® In the Quantity field, type 2 for the number of copies.
® Add Additional Orderline Information, if necessary.
® (lick Continue.

6. Complete the Enter Fundings and Distributions window.

® [n the Fund ID field, click the gadget and select a fund.

® In the Funded Quantity field, keep ALL as the funded quantity
amount.

® In the tree, click the fund name.

® C(lick the Add a Holding Distribution tool.

‘ .@{/ ) You may also add a holding distribution by right-clicking in the
= tree.

® In the first Holding Code field, type or select a holding code from
the drop-down list.

® In the Distributed Quantity field, type 1.
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® In the second Holding Code field, type or select a holding code
from the drop-down list.

® In the Distributed Quantity field, type 1.
® (lick Add Orderline.
/.  Click Finish.

8.  Complete the Mark Order Finished window.

® [In the Date Ready field, accept the default of TODAY, or use the
gadget to select a specific date.

® (lick Save and Close.

Receive the order
9.  Within the Orders group of wizards, click the Receive Orders wizard.
10. Search for the order and, if necessary, click Receive Orders.
11. Complete the Receive Copies window.

® In the Quantity Receiving field, type 2.
® (lick Receive Orderline.

12. Click Close.

Create the invoice
13.  Open the Invoices group of wizards and click the Add Invoice wizard.
14.  Complete the Enter Invoice and Vendor ID window.

® In the Invoice ID field, type an invoice number or select AUTO
from the drop-down list.

® In the Vendor ID field, click the gadget and select a vendor.

® [In the Date Invoiced field, accept the default of TODAY, or use the
gadget to select a specific date.

® (lick Add Invoice.
15.  Click the Create Invoice Lines for Order helper.

16. If notalready selected, click the Populate Invoice Line Amount from
Order Line check box and click OK.

17. Search for the order to invoice.
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18. Click Create Invoice Lines.
19. Click OK.
20.  Click Close.
Pay the invoice
21.  Within the Invoices group of wizards, click the Pay Invoice wizard.
22.  Search for the invoice to pay and, if necessary, click Pay Invoice.

23. Complete the Pay Invoice window.

® If paying by check, type the Check #.

® [n the Date Paid field, accept the default of TODAY, or use the
gadget to select a specific date.

® Verify that the Select All box is checked.
® C(lick Pay Selected Lines.
® (lick Close.

Add the item to the catalog

24.  Open the Orders group of wizards and click the Add Ordered Items to
Catalog wizard.

25. Search for the title to load.
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26. Complete the Loading Order window.
® In the Base Call Number field, update the call number, if
necessary.
® Using the drop-down, select a Class Scheme, if necessary.
® Verify the Holding Codes or select them from the drop-down list.

® (lick Add Item next to the Date Received field of each copy, if
necessary.

® (lick Add/Update Items.
® Retain the auto-generated Item IDs or scan in your own barcodes.
® Make any additional changes to the New Call Number.

® When finished, click Add/Update Items.
27. Click Close.
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Exercise 7: Two Copies — Receive One Copy

Create the order

1. Open the Orders group of wizards and click the Add Basic Order
wizard.

2. Search for the title you want to order or click the Add Temporary Title
helper to add a brief bibliographic record.

3.  Click Order This Title.
4.  Complete the Enter Order Information window.

® In the Vendor ID field, click the gadget and select a vendor.
® In the Order Type drop-down list, select FIRM.

® Verify the Fiscal Cycle and the Library.

® (lick Add Order.

5.  Complete the Enter Orderline Information widow.

® Type a Unit Price.

® In the Quantity field, type 2 for the number of copies.
® Add Additional Orderline Information, if necessary.
® (lick Continue.

6. Complete the Enter Fundings and Distributions window.

® [In the Fund ID field, click the gadget and select a fund.

® In the Funded Quantity field, keep ALL as the funded quantity
amount.

® [In the Holding Code field, type or select a holding code form the
drop-down list.

® In the Distributed Quantity field, keep ALL as the distributed
quantity amount.

® (lick Add Orderline.
7. Click Finish.

8.  Complete the Mark Order Finished window.
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® In the Date Ready field, accept the default of TODAY, or use the
gadget to select a specific date.

® (lick Save and Close.

Receive the order
9.  Within the Orders group of wizards, click the Receive Orders wizard.
10. Search for the order and, if necessary, click Receive Orders.
11. Complete the Receive Copies window.

® In the Quantity Receiving field, type 1.
® (lick Receive Orderline.

12. Click Close.

Add the item to the catalog

13.  Open the Orders group of wizards and click the Add Ordered Items to
Catalog wizard.

14.  Search for the title to load.
15. Complete the Loading Order window.

® In the Base Call Number field, update the call number, if
necessary.

® Using the drop-down, select a Class Scheme, if necessary.
® Verify the Holding Code or select one from the drop-down list.

® (lick Add Item next to the Date Received field of each copy, if
necessary.

® C(lick Add/Update Items.

® Retain the auto-generated Item ID or scan in your own barcode.
® Make any additional changes to the New Call Number.

® When finished, click Add/Update Items.

® (lick Close.

16.  Proceed to the next exercise to receive and load the second copy and
invoice the order.
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Exercise 8. Receiving Second Copy that Was Claimed

Receive the order
1. Within the Orders group of wizards, click the Receive Orders wizard.
2. Search for the order and, if necessary, click Receive Orders.
3.  Complete the Receive Copies window.

® In the Quantity Receiving field, type 1.
® C(lick Receive Orderline.

4. Click Close.

Create the invoice
5.  Open the Invoices group of wizards and click the Add Invoice wizard.

6. Complete the Enter Invoice and Vendor ID window.

® In the Invoice ID field, type an invoice number or select AUTO
from the drop-down list.

® In the Vendor ID field, click the gadget and select a vendor.

® [In the Date Invoiced field, accept the default of TODAY, or use the
gadget to select a specific date.

® (lick Add Invoice.
7.  Click the Create Invoice Lines for Order helper.

8. If not already selected, click the Populate Invoice Line Amount from
Order Line check box and click OK.

9. Search for the order to invoice.
10. Click Create Invoice Lines.
11. Click OK.

12. Click Close.

Pay the invoice
13.  Within the Invoices group of wizards, click the Pay Invoice wizard.

14.  Search for the invoice to pay and, if necessary, click Pay Invoice.
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15. Complete the Pay Invoice window.

® If paying by check, type the Check #.

® In the Date Paid field, accept the default of TODAY, or use the
gadget to select a specific date.

® Verify that the Select All box is checked.
® (lick Pay Selected Lines.
16.  Click Close.

Add the item to the catalog

17. Open the Orders group of wizards and click the Add Ordered Items to
Catalog wizard.

18.  Search for the title to load.
19. Complete the Loading Order window.

® In the Base Call Number field, update the call number, if
necessary.

® Using the drop-down, select a Class Scheme, if necessary.
® Verify the Holding Code or select one from the drop-down list.

® (Click Add Item next to the Date Received field of each copy, if
necessary.

® C(lick Add/Update Items.
® Retain the auto-generated Item ID or scan in your own barcode.
® Make any additional changes to the New Call Number.
® When finished, click Add/Update Items.
20.  Click Close.

Exercise 9: Two Order Lines — One Copy Each — Receive and
Invoice

The Receive Orders wizard allows you to receive and invoice items in the
same wizard.

1. Create a basic order for multiple order lines following steps 1-12 as
described on page 325, but add two order lines for two titles to the

order.

2.  Within the Orders group of wizards, click the Receive Orders wizard.
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3. Search for the order and, if necessary, click Receive Orders.
4.  Complete the Receive Copies window.

® (lick the check box next to the PO number.
® C(lick Receive Selected Orderlines.

5.  Click the Add Invoice helper.
6. Complete the Enter Invoice and Vendor ID window.

® In the Invoice ID field, type an invoice number or select AUTO
from the drop-down list.

® In the Date Invoiced field, accept the default of TODAY, or use the
gadget to select a specific date.

® (lick Add Invoice.

7. If not already selected, click the Populate Invoice Line Amount from
Order Line check box and click OK.

8. Click OK.
9. Click OK.
10. Click Close.

11. Click Close.
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Exercise 10: Multiple Volumes

1. Open the Orders group of wizards and click the Add Basic Order
wizard.

2. Search for the title you want to order or click the Add Temporary Title
helper to add a brief bibliographic record.

3.  Click Order This Title.
4.  Complete the Enter Order Information window.

® [In the Vendor ID field, click the gadget and select a vendor.
® In the Order Type drop-down list, select FIRM.

® Verify the Fiscal Cycle and the Library.

® (lick Add Order.

5.  Complete the Enter Orderline Information widow.

® Type a Unit Price.
® In the Quantity field, type 1 for number of copies.
® [In the Parts in Set field, click the gadget.
® In the Label field, select V from the drop-down list.

® In the Parts/Suffix field, enter the range of volumes in the set

(for example 1-3, 5 means you are ordering volumes 1, 2, 3, &
5).

® (lick OK.
® Add Additional Orderline information, if necessary.
® (lick Continue.

6. Complete the Enter Fundings and Distributions window.

® [In the Fund ID field, click the gadget and select a fund.

® In the Funded Quantity field, keep ALL as the funded quantity
amount.

® In the Holding Code field, type or select a holding code from the
drop-down list.

® [In the Distributed Quantity field, keep ALL as the distributed
quantity amount.

® (lick Add Orderline.
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10.
11.

12.

13.
14.

15.
16.

17.
18.

Acquisitions

Click Finish.
Complete the Mark Order Finished window.

® [In the Date Ready field, accept the default of TODAY, or use the
gadget to select a specific date.

® (lick Save and Close.

Receive the order

Within the Orders group of wizards, click the Receive Orders wizard.
Search for the order and, if necessary, click Receive Orders.
Complete the Receive Copies window.

® In the Quantity Receiving field, type 1.

® Accept the default values in the Parts Received and Parts
Unreceived fields.

® C(lick Receive Orderline.

Click Close.

Create the invoice

Open the Invoices group of wizards and click the Add Invoice wizard.
Complete the Enter Invoice and Vendor ID window.

® In the Invoice ID field, type an invoice number or select AUTO
from the drop-down list.

® In the Vendor ID field, click the gadget and select a vendor.

® In the Date Invoiced field, accept the default of TODAY, or use the
gadget to select a specific date.

® (lick Add Invoice.
Click the Create Invoice Lines for Order helper.

If not already selected, click the Populate Invoice Line Amount from
Order Line check box and click OK.

Search for the order to invoice.

Click Create Invoice Lines.
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19. Click OK.

20. Click Close.

Pay the invoice
21.  Within the Invoices group of wizards, click the Pay Invoice wizard.
22.  Search for the invoice to pay and, if necessary, click Pay Invoice.
23. Complete the Pay Invoice window.

® If paying by check, type the Check #.

® In the Date Paid field, accept the default of TODAY, or use the
gadget to select a specific date.

® Verify that the Select All box is checked.
® (lick Pay Selected Lines.
24.  Click Close.

Add the items to the catalog

25.  Open the Orders group of wizards and click the Add Ordered Items to
Catalog wizard.

26.  Search for the title to load.
27. Complete the Loading Order window.

® [n the Base Call Number field, update the call number, if
necessary.
® Using the drop-down, select a Class Scheme, if necessary.

® Verify the Holding Code or select one from the drop-down list.

® C(lick Add Item next to the Date Received field of each copy, if
necessary.

® (lick Add/Update Items.
® Retain the auto-generated Item IDs or scan in your own barcodes.
® Make any additional changes to the New Call Number.
® When finished, click Add/Update Items.
28.  Click Close.
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Exercise 11: Multiple Volumes — Receive Partial Order

Complete steps 1-8 in Exercise 8 for a different title, ordering V. 1-5 this
time.

Receive the order
1. Within the Orders group of wizards, click the Receive Orders wizard.
2. Search for the order and, if necessary, click Receive Orders.

3.  Complete the Receive Copies window.

® In the Quantity Receiving field, type 1.
® [In the Parts Received field, click the gadget.
® In the Label field, select V.

® In the Parts/Suffix field, type 1-4 to indicate that you received
volumes 1, 2, 3, and 4.

e (lick OK.

® In the Parts Unreceived field, click the gadget.
® In the Label field, select V.

® [In the Parts/Suffix field, type 5 to indicate that you did not
receive volume 5.

® (lick OK.

® (lick Receive Orderline.

To load these copies, follow steps 23-27 in Exercise 8.
To receive the unreceived volume, follow steps 9-12 in Exercise 8.

To invoice the order and pay the invoice, follow steps 13-24 in Exercise 8.
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Exercise 12: Single Copy — Single User Distribution

Create the order

1. Open the Orders group of wizards and click the Add Basic Order
wizard.

2. Search for the title you want to order or click the Add Temporary Title
helper to add a brief bibliographic record.

3.  Click Order This Title.
4.  Complete the Enter Order Information window.

® In the Vendor ID field, click the gadget and select a vendor.
® In the Order Type drop-down list, select FIRM.

® Verify the Fiscal Cycle and the Library.

® (lick Add Order.

5.  Complete the Enter Orderline Information widow.

® Type a Unit Price.

® In the Quantity field, type 1 for the number of copies.
® Add Additional Orderline Information, if necessary.
® (lick Continue.

6. Complete the Enter Fundings and Distributions window.

® [In the Fund ID field, click the gadget and select a fund.

® In the Funded Quantity field, keep ALL as the funded quantity
amount.

® [In the tree, right-click the distribution segment.

® Select Change Distribution Type.

/)

Y You may also use the Delete a Segment tool to remove the
existing distribution segment and use Add a User Distribution tool
to add the new user distribution.

® [In the Dist User ID field, click the gadget and select a user.

® In the Distributed Quantity field, keep ALL as the distributed
quantity amount.

® (lick Add Orderline.
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10.
11.

12.

13.
14.

15.
16.

17.
18.
19.
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Click Finish.
Complete the Mark Order Finished window.

® [In the Date Ready field, accept the default of TODAY, or use the
gadget to select a specific date.

® (lick Save and Close.

Receive the order

Within the Orders group of wizards, click the Receive Orders wizard.
Search for the order and, if necessary, click Receive Orders.
Complete the Receive Copies window.

® In the Quantity Receiving field, type 1.
® (lick Receive Orderline.

Click Close

Create the invoice

Open the Invoices group of wizards and click the Add Invoice wizard.
Complete the Enter Invoice and Vendor ID window.

® In the Invoice ID field, type an invoice number or select AUTO
from the drop-down list.

® [In the Vendor ID field, click the gadget and select a vendor.

® [In the Date Invoiced field, accept the default of TODAY, or use the
gadget to select a specific date.

® (lick Add Invoice.
Click the Create Invoice Lines for Order helper.

If not already selected, click the Populate Invoice Line Amount from
Order Line check box and click OK.

Search for the order to invoice.

Click Create Invoice Lines.

Click OK.
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20. Click Close.

Pay the invoice
21.  Within the Invoices group of wizards, click the Pay Invoice wizard.
22. Search for the invoice to pay and, if necessary, click Pay Invoice.
23. Complete the Pay Invoice window.

® If paying by check, type the Check #.

® In the Date Paid field, accept the default of TODAY, or use the
gadget to select a specific date.

® Verify that the Select All box is checked.
® (lick Pay Selected Lines.
24.  Click Close.
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Exercise 13: Approval Orders

Many of regular processing steps for an approval order are in a slightly
different order compared to other Basic Order exercises. With an
approval order, a physical copy arrives before an order record for the
item exists.

Before starting this exercise, change the properties of the Add Basic Order
wizard as follows:

1. Open the Order group of wizards, right-click the Add Basic Order
wizard, and click Properties.

2.  If it does not immediately appear, click the Defaults tab.

3.  In the Segment Information section, select the Automatically Display
Receiving Fields in Distribution Segments check box.

4, Click OK.

This change will display the Received and Packing List fields you will
need in step 6.

Create and receive the order

1. Open the Orders group of wizards and click the Add Basic Order
wizard.

2. Search for the title you want to order or click the Add Temporary Title
helper to add a brief bibliographic record.

3.  Click Order This Title.
4.  Complete the Enter Order Information window.

® In the Vendor ID field, click the gadget and select a vendor.
® In the Order Type drop-down list, select FIRM.

® Verify the Fiscal Cycle and the Library.

® (lick Add Order.

5.  Complete the Enter Orderline Information widow.

® Type a Unit Price.
® [n the Quantity field, type 1 for the number of copies.

® Add Additional Orderline Information, if necessary.
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® (lick Continue.

6. Complete the Enter Fundings and Distributions window.

® In the Fund ID field, click the gadget and select a fund.

® In the Funded Quantity field, keep ALL as the funded quantity
amount.

® In the Holding Code field, type or select a holding code from the
drop-down list.

® In the Distributed Quantity field, keep ALL as the distributed
quantity amount.

® In the Received field, select TODAY from the drop-down list.
® In the Packing List field, enter a packing slip number, if necessary.
® (lick Add Orderline.

7.  Click Finish.

8.  Complete the Mark Order Finished window.

® In the Date Ready field, accept the default of TODAY, or use the
gadget to select a specific date.

® (lick Save and Close.

Create the invoice
9.  Open the Invoices group of wizards and click the Add Invoice wizard.

10. Complete the Enter Invoice and Vendor ID window.

® In the Invoice ID field, type an invoice number or select AUTO
from the drop-down list.

® In the Vendor ID field, click the gadget and select a vendor.

® [In the Date Invoiced field, accept the default of TODAY, or use the
gadget to select a specific date.

® (lick Add Invoice.
11.  Click the Create Invoice Lines for Order helper.

12.  If not already selected, click the Populate Invoice Line Amount from
Order Line check box and click OK.

13. Search for the order to invoice.

14. Click Create Invoice Lines.
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15. Click OK.

16. Click Close.

Pay the invoice

17.  Within the Invoices group of wizards, click the Pay Invoice wizard.

18.  Search for the invoice to pay and, if necessary, click Pay Invoice.

19. Complete the Pay Invoice window.

If paying by check, type the Check #.

In the Date Paid field, accept the default of TODAY, or use the
gadget to select a specific date.

Verify that the Select All box is checked.
Click Pay Selected Lines.

20. Click Close.

Add the item to the catalog

21.  Open the Orders group of wizards and click the Add Ordered Items to
Catalog wizard.

22. Search for the title to load.

23. Complete the Loading Order window.

In the Base Call Number field, update the call number, if
necessary.

Using the drop-down, select a Class Scheme, if necessary.
Verify the Holding Code or select one from the drop-down list.

Click Add Item next to the Date Received field of each copy, if
necessary.

Click Add/Update Items.

Retain the auto-generated Item ID or scan in your own barcode.
Make any additional changes to the New Call Number.

When finished, click Add/Update Items.

24. Click Close.

Acquisitions
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Dated Orders

® A dated order in SirsiDynix Symphony is any order where you
know the start and end dates when you place the order.

® Material purchased between these dates is paid with a single
payment.

® Use Dated orders for initial orders and renewal orders.

® Examples of Dated orders are subscriptions and membership
orders.

® The order line record displays two special field:
® Length of the subscription period.

® Date to renew the subscription.

Exercise 14: Subscription Orders

Create the order

1. Open the Orders group of wizards and click the Add Dated Order
wizard.

2. Search for the title you want to order or click the Add Temporary Title
helper to add a brief bibliographic record.

3.  Click Order This Title.
4,  Complete the Enter Order Information window.

® In the Vendor ID field, click the gadget and select a vendor.
® In the Order Type drop-down list, select SUBSCRIPT.

® Verify the Fiscal Cycle and the Library.

® (lick Add Order.

5.  Complete the Enter Orderline Information widow.

® Type a Unit Price.

® In the Quantity field, type 1 for number of subscriptions.

® [n the Days in Sub Period field, type 365.

® [n the Renewal Date field, click the gadget and select a date.

® Add Additional Orderline Information, if necessary.
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Click Continue.

6. Complete the Enter Fundings and Distributions window.

In the Fund ID field, click the gadget and select a fund.

In the Funded Quantity field, keep ALL as the funded quantity
amount.

In the Holding Code field, type or select a holding code from the
drop-down list.

In the Distributed Quantity field, keep ALL as the distributed
quantity amount.

Click Add Orderline.

7. Click Finish.

8.  Complete the Mark Order Finished window.

In the Date Ready field, accept the default of TODAY, or use the
gadget to select a specific date.

Click Save and Close.

Receive and load the order

Typically, copy processing is not done through the Acquisitions module.
The issues are checked in and processed in Serial Control. However you
will still need to mark the order as received and loaded.

Before starting this exercise, change the properties of the Receive Orders
wizard as follows:

1. Open the Order group of wizards, right-click the Receive Orders
wizard, and click Properties.

2.  If it does not immediately appear, click the Defaults tab.

3.  In the Dates section, select the Automatically Set Date Loaded for
Items Received check box.

4. Click OK.

Receive and Load

5. Within the Orders group of wizards, click the Receive Orders wizard.

6.  Search for the order and, if necessary, click Receive Orders.

Acquisitions
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7. Complete the Receive Copies window.

® In the Quantity Receiving field, type 1.
® (lick Receive Orderline.

8. Click Close.

Create the invoice
9.  Open the Invoices group of wizards and click the Add Invoice wizard.

10. Complete the Enter Invoice and Vendor ID window.

® In the Invoice ID field, type an invoice number or select AUTO
from the drop-down list.

® In the Vendor ID field, click the gadget and select a vendor.

® [In the Date Invoiced field, accept the default of TODAY, or use the
gadget to select a specific date.

® C(lick Add Invoice.
11.  Click the Create Invoice Lines for Order helper.

12. If not already selected, click the Populate Invoice Line Amount from
Order Line check box and click OK.

13. Search for the order to invoice.
14. Click Create Invoice Lines.
15. Click OK.

16. Click Close.

Pay the invoice
17. Within the Invoices group of wizards, click the Pay Invoice wizard.

18.  Search for the invoice to pay and, if necessary, click Pay Invoice.
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19.  Complete the Pay Invoice window.

® If paying by check, type the Check #.

® In the Date Paid field, accept the default of TODAY, or use the
gadget to select a specific date.

® Verify that the Select All box is checked.
® (lick Pay Selected Lines.
20.  Click Close.
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Exercise 15: Membership Orders

.
N ) Membership orders are not usually connected to a bibliographic
= record; therefore, you will not add a temporary title or use the Add
Ordered Items to Catalog wizard.

Before starting this exercise, change the properties of the Add Dated Order
wizard as follows:

1. Open the Orders group of wizards, right-click the Add Dated Order
wizard, and click Properties.

2.  If it does not immediately appear, click the Defaults tab.
3.  In the Segment Information section, select the following check boxes:

® Automatically Display Receiving Fields in Distribution Segments
® Automatically Display Loaded Fields in Distributions Segments
4.  Click OK.

This change will display the Received and Loaded fields you will need in
step 5.

Create the order

1. Open the Order group of wizards and click the Add Dated Order
wizard.

2.  Click Skip Item Lookup.
3.  Complete the Enter Order Information window.

® In the Vendor ID field, click the gadget and select a vendor.
® In the Order Type drop-down list, select MEMBERSHIP.

® Verify the Fiscal Cycle and the Library.

® C(lick Add Order.

4.  Complete the Enter Orderline Information widow.

® Type a Unit Price.

® In the Quantity field, type 1 for number of memberships.

® In the Days in Sub Period field, type 365.

® In the Renewal Date field, click the gadget and select a date.

® Add Additional Orderline Information, if necessary.
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You might use the DESC field to record information about the
membership. You might use the NOTE field to remind staff how
to handle any journals or publications that arrive as a result of this
membership.

Click Continue.

5.  Complete the Enter Fundings and Distributions window.

In the Fund ID field, click the gadget and select a fund.

In the Funded Quantity field, keep ALL as the funded quantity
amount.

In the Holding Code field, type or select a holding code from the
drop-down list.

In the Distributed Quantity field, keep ALL as the distributed
quantity amount.

In the Received field, select TODAY from the drop-down list.
In the Loaded field, select TODAY from the drop-down list.
Click Add Orderline.

6. Click Finish.

/.  Complete the Mark Order Finished window.

In the Date Ready field, accept the default of TODAY, or use the
gadget to select a specific date.

Click Save and Close.

Create the invoice

8.  Open the Invoices group of wizards and click the Add Invoice wizard.

9.  Complete the Enter Invoice and Vendor ID window.

Acquisitions

In the Invoice ID field, type an invoice number or select AUTO
from the drop-down list.

In the Vendor ID field, click the gadget and select a vendor.

In the Date Invoiced field, accept the default of TODAY, or use the
gadget to select a specific date.

Click Add Invoice.
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10. Click the Add Invoiceline tool and complete the Add Invoiceline
window.

11.  Click the Create Invoice Lines for Order helper.

12.  If notalready selected, click the Populate Invoice Line Amount from
Order Line check box and click OK.

13.  Search for the order to invoice.
14. Click Create Invoice Lines.
15. Click OK.
16. Click Close.
Pay the invoice
17. Within the Invoices group of wizards, click the Pay Invoice wizard.
18. Search for the invoice to pay and, if necessary, click Pay Invoice.

19.  Complete the Pay Invoice window.

® If paying by check, type the Check #.

® [In the Date Paid field, accept the default of TODAY, or use the
gadget to select a specific date.

® Verify that the Select All box is checked.
® C(lick Pay Selected Lines.
20.  Click Close.
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Recurring Orders

The Add Recurring Order wizard helps you create an order that has
multiple receipts that are not predetermined. For example, a blanket
order plan for multiple titles from a single vendor, or a standing order for
a single title with pocket parts or loose-leaf updates that are not based on
a particular subscription period.

Exercise 16: Standing Orders

Standing orders are recurring orders. When standing order items are
received or invoiced, Symphony automatically takes certain actions
internally to create a new order line item. Standing order items must be
checked in with Receive Orders wizard or invoiced with the Add Invoice
wizard. Otherwise, the automatic generation of the new order line cannot
occur.

Create the order

1. Open the Orders group of wizards and click the Add Recurring Order
wizard.

2. Search for the title you want to order or click the Add Temporary Title
helper to add a brief bibliographic record.

3. Click Order This Title.
4.  Complete the Enter Order Information window.

® In the Vendor ID field, click the gadget and select a vendor.
® In the Order Type drop-down list, select STANDING.

® Verify the Fiscal Cycle and the Library.

® (lick Add Order.

5.  Complete the Enter Orderline Information widow.

® Since this is a dummy order line that will never be received or
paid, you cannot enter a Unit Price.

® In the Quantity field, type 1 for number of copies.
® Add Additional Orderline Information, if necessary.
® (lick Continue.

6. Complete the Enter Fundings and Distributions window.
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® In the Fund ID field, click the gadget and select a fund.

® In the Funded Quantity field, keep ALL as the funded quantity
amount.

® [In the Holding Code field, type or select a holding code from the
drop-down list.

® [In the Distributed Quantity field, keep ALL as the distributed
quantity amount.

® (lick Add Orderline.
7. Click Finish.

8.  Complete the Mark Order Finished window.

® In the Date Ready field, accept the default of TODAY, or use the
gadget to select a specific date.

® (lick Save and Close.

Receive the order
9.  Within the Orders group of wizards, click the Receive Orders wizard.
10. Search for the order and, if necessary, click Receive Orders.

11. Complete the Receive Copies window.

® [In the Line field, accept the default NEW.
® In the Quantity Receiving field, type 1.
® C(lick Receive Orderline.
® Within the Orderline tab, enter the Unit Price.
® Make any other changes, if necessary.
® (lick OK.
12. Click Close.

Create the invoice
13.  Open the Invoices group of wizards and click the Add Invoice wizard.
14. Complete the Enter Invoice and Vendor ID window.

® [In the Invoice ID field, type an invoice number or select AUTO
from the drop-down list.

® In the Vendor ID field, click the gadget and select a vendor.
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® [In the Date Invoiced field, accept the default of TODAY, or use the
gadget to select a specific date.

® (lick Add Invoice.
Click the Create Invoice Lines for Order helper.

If not already selected, click the Populate Invoice Line Amount from
Order Line check box and click OK.

Search for the order to invoice.
Click Create Invoice Lines.
Click OK.

Click Close.

Pay the invoice

Within the Invoices group of wizards, click the Pay Invoice wizard.
Search for the invoice to pay and, if necessary, click Pay Invoice.
Complete the Pay Invoice window.

® If paying by check, type the Check #.

® In the Date Paid field, accept the default of TODAY, or use the
gadget to select a specific date.

® Verify that the Select All box is checked.

® (lick Pay Selected Lines.
Click Close.
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Exercise 17: Blanket Orders

Blanket orders are usually associated with a selection plan from the
vendor. This is a recurring order type and an order type such as
BLANKET is recommended. It is also recommended that the Order ID
reflect that this is a BLANKET plan.

Because you do not typically know in advance the titles that you will
receive under a blanket order, the ordering process begins with creating
the order first and adding a catalog record as one of the last steps.

Create the order

1. Open the Orders group of wizards and click the Add Recurring Order
wizard.

2.  Click Skip Item Lookup.
3.  Complete the Enter Order Information window.

® In the Vendor ID field, click the gadget and select a vendor.
® In the Order Type drop-down list, select BLANKET.

® Verify the Fiscal Cycle and the Library.

® (lick Add Order.

4.  Complete the Enter Orderline Information widow.

® Since this is a dummy order line that will never be received or
paid, you cannot enter a Unit Price.

® In the Quantity field, type 1 for number of copies.

® Add Additional Orderline Information, if necessary.

.
N ) Since the order is not connected to a bibliographic record, use the
= DESC field to record information about this blanket order.

® (lick Continue.

5.  Complete the Enter Fundings and Distributions window.

® In the Fund ID field, click the gadget and select a fund.

® [n the Funded Quantity field, keep ALL as the funded quantity
amount.

® [In the Holding Code field, type or select a holding code from the
drop-down list.
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® In the Distributed Quantity field, keep ALL as the distributed

quantity amount.

Click Add Orderline.

6. Click Finish.

7.  Complete the Mark Order Finished window.

® In the Date Ready field, accept the default of TODAY, or use the

—

gadget to select a specific date.
Click Save and Close.

Write down this order number before closing the order. You will
need the Order ID for step 9.

Receive the order

When the title is physically received, a bibliographic record will be
created. This can be done by either using SmartPort, the Add Title wizard,
or in batch with a report. After the bibliographic record is in place, then
use the Receive Orders wizard to receive the item.

8.  Within the Orders group of wizards, click the Receive Orders wizard.

9. Search for the order by Order ID and, if necessary, click Receive
Orders.

10. Complete the Receive Copies window.

In the Line field, accept the default NEW.

In the Quantity Receiving field, type 1.

Click Receive Orderline.

Within the Orderline tab, enter the Unit Price.

Click the Title Info tab.

Click the Change Title Link helper.

® C(lick the Item ID gadget and search for the title.

® (lick the Bib Entries gadget and select the field to display.
Click OK.

11. Click OK.
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12.  Click Close.
Create the invoice
13.  Open the Invoices group of wizards and click the Add Invoice wizard.

14. Complete the Enter Invoice and Vendor ID window.

® In the Invoice ID field, type an invoice number or select AUTO
from the drop-down list.

® In the Vendor ID field, click the gadget and select a vendor.

® In the Date Invoiced field, accept the default of TODAY, or use the
gadget to select a specific date.

® C(lick Add Invoice.
15.  Click the Create Invoice Lines for Order helper.

16. If notalready selected, click the Populate Invoice Line Amount from
Order Line check box and click OK.

17. Search for the order to invoice.
18. Click Create Invoice Lines.
19. Click OK.

20. Click Close.

Pay the invoice
21.  Within the Invoices group of wizards, click the Pay Invoice wizard.
22. Search for the invoice to pay and, if necessary, click Pay Invoice.

23. Complete the Pay Invoice window.

® [f paying by check, type the Check #.

® [In the Date Paid field, accept the default of TODAY, or use the
gadget to select a specific date.

® Verify that the Select All box is checked.
® (lick Pay Selected Lines.
24. Click Close.
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Add the item to the catalog

25.  Open the Orders group of wizards and click the Add Ordered Items to
Catalog wizard.

26.  Search for the title to load.

27. Complete the Loading Order window.

In the Base Call Number field, update the call number, if
necessary.

Using the drop-down, select a Class Scheme, if necessary.
Verifty the Holding Code or select one from the drop-down list.

Click Add Item next to the Date Received field of each copy, if
necessary.

Click Add/Update Items.

Retain the auto-generated Item ID or scan in your own barcode.
Make any additional changes to the New Call Number.

When finished, click Add/Update Items.

28. Click Close.
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Claims/Cancellations

Exercise 18: Handling Claims

A claim is typically created when ordered materials do not arrive on time,
and the claim period specified in the vendor record has past. You can also
create claims for other reasons. For example, you might create a claim for
materials that arrive damaged.

Creating claim records helps you track items that have not been received.
They also trigger an automated report process that notifies vendors of
outstanding items.

There are three ways to add a claim segment to outstanding line items:

® Option 1 - Use the Create Late Order Claims report to attach a
claim segment automatically to the outstanding line item on an
order.

® Option 2 - If you use the Receive Orders wizard to receive part of
the multi-part or multi-copy line items, a claim segment can be
automatically created.

® Option 3 - Use the Modify Order wizard and manually insert a
claim segment as described below:
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Claim an order
1. Open the Orders group of wizards and click the Modify Order wizard.
2. Search for the order and, if necessary, click Modify Order.

3.  Click the Segments tab.

® C(Click the Add a Claim tool.

® In the Claim Reason field, select a reason.

® In the Quantity field, type the number of copies to claim.
® Verify that the Status is set to OPEN.

® If necessary, enter a different date in the Claim On field.

® Do not update the Mailed or Times Claimed field if using the
Vendor Acquisition Claim notices. This report will update these
fields once a notice is generated.

® The Response and Responded fields are not typically updated
until the vendor sends a reply about your claim.

4.  Click Save Your Changes.

5. Click Close.
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Exercise 19: Cancel a Line Item

There are several reasons why you might cancel a line item: you never
received the item, the vendor is unable to ship the item, or perhaps the
line item was created in error. Cancelling the order line is important
because you not only want to note in SirsiDynix Symphony that the order
has been canceled, but you also want to release encumbered funds and
remove the “on-order” status from the OPAC.

Cancel aline item
1.  Open the Orders group of wizards and click the Modify Order wizard.
2. Search for the order and, if necessary, click Modify Order.

3. If the order has multiple order lines, double-click the order line you

want to cancel or highlight it and click the Modify Orderline tool.

4.  Click the Segments tab.

® (lick the Add a Cancellation tool.

® (lick the check box(es) next to the segment(s) you want to cancel,
or click the Cancel All Funding check box, and click OK.

® In the Cancel Reason field, select a reason.

® In the Quantity field, verify the number of copies to cancel or
change the number to cancel.

® If necessary, enter a dated in the Cancelled field.

® Do not update the Mailed field if using the Print Cancellation
Notices report. This report updates the field once a notice is
generated.

5.  Click Save Your Changes.

6. Click Close.
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Exercise 20: Cancel a Single Part/Volume

This exercise demonstrates how to cancel one part of a multi-part order.
You should first create an order for a multi-volume set (see page 350),
and order five volumes. This exercise will show you how to cancel
volume 5.

Cancel a part of a multi-part line item
1. Open the Orders group of wizards and click the Modify Order wizard.
2. Search for the order and, if necessary, click Modify Order.

3. If the order has multiple order lines, double-click the order line you

want to cancel or highlight it and click the Modify Orderline tool.

4.  Adjust the Unit Price, if there is a difference in cost with the
cancellation.

5.  Click the Segments tab.

® (Click the Add a Cancellation tool.

® Select Cancel a Part of a Set and click OK.

® In the Part on Order field, click the gadget.
® In the Label field, select V.

® In the Parts/Suffix field, type 1-4 to indicated that you still
want to order volumes 1, 2, 3, and 4.

® (lick OK.
® [In the Part to Cancel field, click the gadget.
® In the Label field, select V.

® In the Parts/Suffix field, type 5 to indicated that you are
cancelling volume 5.

® In the Quantity to Cancel field, type 1.
® C(Click OK.
® |n the Cancel Reason field, select a reason.
® [In the Quantity field, verify the value is 1.

® If necessary, change the date in the Cancelled field.
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® Do not update the Mailed field if using the Vendor Acquisition
Claim report. This report updates the field once a notice is sent.

® The Parts field already contains the parts you specified you
wanted to cancel.

6. Click Save Your Changes.

7. Click Close.
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Exercise 21: Duplicating an Order Line to a Current Order and
Cancelling the Original Order Line

1.

2.
3.

Acquisitions

Libraries may order a title from one vendor and eventually have to fulfill
the order with a different vendor. To retain the historical information
about the title, you can cancel the title on the original order and duplicate
the order line to a new or different order.

Create a basic order following steps 1-12 as described on page 322 for
the initial order.

The following steps must be taken using a different vendor than the
initial order created.

Open the Add Orderlines wizard.

Search for the order and, if necessary, click Add Orderlines.

Search for the title. The system should display a message that the title
is already on order.

Click Continue Order.

Complete the Enter Orderline Information for window.

Type a Unit Price.
Enter the Quantity.
Add Additional Orderline Information, if necessary.

Click Continue.

Complete the Enter Fundings and Distributions window.

® [In the Fund ID field, click the gadget and select a fund.

® In the Funded Quantity field, keep ALL as the funded quantity
amount.

® In the Holding Code field, type or select a holding code from the
drop-down list.

® [n the Distributed Quantity field, keep ALL as the distributed
quantity amount.

® (lick Add Orderline.

Click Finish.
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9.  Complete the Mark Order Finished window.

® [In the Date Ready field, accept the default of TODAY, or use the
gadget to select a specific date.

10. Click Save and Close.

Now you will cancel the original order line in the initial order.
11.  Click the Modify Order wizard.

12.  Search for the order or the title you are cancelling and, if necessary,
click Modify Order.

13. In the List of Order Found on Lookup window, select the order line
you are cancelling and click Modify Order.

14. Click the Segments tab.

® C(lick the Add a Cancellation tool.

® C(lick the check box next to Cancel All Fundings.
e (lick OK.

® In the Cancel Reason field, select a reason.

® In the Quantity field, verify the number of copies to cancel or
change the number to cancel.

® If necessary, enter a date in the Cancelled field.

® Do not update the Mailed field if using the Print Cancellation
Notices report. This report updates the field once a notice is
generated.

15. Click Save Your Changes.

16. Click Close.

SirsiDynix Symphony Training



Refunds, Credits and Discounts

A refund occurs when you cancel a prepaid order, and the vendor returns
the payment. A credit is similar to a refund, but the vendor keeps the
funds so that you can buy something else later. This section discusses
how to process a refund or credit by cancelling the order line and
disencumbering the funds.

Exercise 22: Refunds/Credits from Vendors

We will use the following scenario to explain the refund/credit process:

You order an item from a prepublication notice. The vendor sends an
invoice, which you pay. However, the item never arrives. When you
claim the item, the vendor notifies you that publication has been delayed
by a year. You request a refund, and the vendor sends a refund or a credit
notice.

Using this scenario, we will create a basic order, create an invoice record,
and pay the invoice. Then when the refund is received, we will “unpay”
the order line item through the previously paid invoice.

Create the basic order
Repeat Exercise 1 to create the order, the invoice, and pay the invoice.

To cancel the order and process the refund/credit

1. Open the Invoice group of wizards and click the Reverse Payment of
Invoice wizard.

2. Search for the invoice and, if necessary, click Reverse Payment.

w

Select the line for which to reverse payment, or use Select All to
reverse payment for the entire invoice.

Click Reverse Payment.
Click Close.
Click the Modify Invoice wizard.

Search for the invoice and, if necessary, click Modify Invoice.

© N o 0 &

If the invoice has multiple invoice lines, double-click the invoice line
you want to modify or highlight it and click the Modify Invoiceline tool.

r@'}‘
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9.  Inthe COMMENT field type a message in the text area which
includes all of the relevant information, such as “Paid 9/2/2011,
check #1325, Refund on PO-219/2011 line: 1 received because item
never published.”

10. Remove the Order ID in the Order ID field.

11. Click Modify Invoiceline.

Now that the order line is no longer linked to a paid invoice line, a
cancellation segment can be added and the funds disencumbered when
the refund check arrives.

12.  Open the Orders group of wizards and click the Modify Order wizard.

13.  Search for the order or the title you are cancelling and, if necessary,
click Modify Order.

14. If the order has multiple order lines, double-click the order line you
want to cancel or highlight it and click the Modify Orderline tool.

15.  Click the Segments tab.

® (lick the Add a Cancellation tool.

® C(lick the check box(es) next to the segments(s) you want to cancel,
or click the Cancel All Fundings check box, and click OK.

® In the Cancel Reason field, select a reason.
® In the Quantity field, type the numbers of copies to cancel.
® If necessary, change the date in the Cancelled field.

® Do not update the Mailed field if using the Vendor Acquisition
Claim report. This report updates the field once a notice is sent.

16. Click Save Your Changes.

17. Click Close.
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Exercise 23: Processing Unexpected Discounts

These scenarios discuss the process to use when you receive an
unexpected discount after you receive an invoice.

Scenario 1 - You received the items, an invoice has not been created,
and you want to credit a specific fund:

1. Create a basic order following steps 1-12 as described on page 322.

Create the invoice
2. Open the Invoices group of wizards and click the Add Invoice wizard.
3.  Complete the Enter Invoice and Vendor ID window.

® In the Invoice ID field, type an invoice number or select AUTO
from the drop-down list.

® [In the Vendor ID field, click the gadget and select a vendor.

® In the Date Invoiced field, accept the default of TODAY, or use the
gadget to select a specific date.

® (lick Add Invoice.

4.  Click the Add Invoiceline tool and complete the Add Invoiceline
window.

® Enter the Amount.
® Verify the Link drop-down is set to Order.

® Use the gadget to select the Order ID, which also allows you to
identify the Orderline. Click Invoice Orderline.

® Type the Quantity and verify the Fiscal Cycle.
® (lick Add Invoiceline.
® (lick Modify Invoiceline.

5.  Click the Add Invoiceline tool and complete the Add Invoiceline
window.

® [In the Line field, type DISCOUNT.

® In the Amount field, type the negative dollar amount of the
discount in this format: -4.00.

® In the Link drop-down list, select FUND.
® Use the gadget to select the Fund ID.
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® Verify the Fiscal Cycle.

® (lick Add Invoiceline.

® (lick Modify Invoiceline.
6. Click Close.

Scenario 2 - You received the items, an invoice has not been created,
and you want to adjust the amount of the order line:

1. Create a basic order following steps 1-12 as described on page 322.
Create the invoice
2. Open the Invoices group of wizards and click the Add Invoice wizard.
3.  Complete the Enter Invoice and Vendor ID window.
® In the Invoice ID field, type an invoice number or select AUTO
from the drop-down list.

® In the Vendor ID field, click the gadget and select a vendor.

® In the Date Invoiced field, accept the default of TODAY, or use the
gadget to select a specific date.

® (lick Add Invoice.

4.  Click the Add Invoiceline tool and complete the Add Invoiceline
window.

® [In the Line field, type DISCOUNT.

® In the Amount field, type the negative dollar amount of the
discount in this format: -4.00.

® In the Link drop-down list, select ADJUST.

® Use the gadget to select the Order ID, which also allows you to
identify the Orderline. Click Invoice Orderline

® Verify or type the Quantity and Fiscal Cycle.
® (lick Add Invoiceline.
® (lick Modify Invoiceline.

5.  Click Close.
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Scenario 3 - You receive a discount for all the line items on a purchase
order:

Create the order
Create a basic order following steps 1-12 as described on page 322.
Within the Common Tasks toolbar, click the Session Settings wizard.
Select the Specify Discount in Order check box.
Click OK.
Open the Orders group of wizards and click the Modify Order wizard.

Search for the order and, if necessary, click Modify Order.

N o g Bk~ D PRE

If the order has multiple order lines, double-click the order line you

want to cancel or highlight it and click the Modify Orderline tool.
8.  On the Orderline tab.

® (lick the gadget next to the Discount field.

® On the Discount window, select the Fixed option, and type the
discount as a percentage. For example, type 5.00 for 5%.

® (lick OK.
9.  Click Save Your Changes.

10. Repeat steps 7 and 8 for additional order lines.
11. Click Close.

12. When you create the invoice, enter each line’s price as the discounted
price.
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Exercise 24: Create an Order Map

o a0 bk~ W

Order maps provide you with prepared funding and distribution
templates that are often used when ordering. To create an order map, you
need to be logged in with administrative rights.

Navigate to the Configuration toolbar.

Open the Acquisition Configuration group of wizards and click the
Order Map wizard.

Click Create.
Enter the Name, Description, Quantities, and acquisitions Library.
Click Save.

Using the Add a Funding/Distribution Cluster tool, enter the funds and
the distributions that the order map represents. You can also right-
click the tree to establish new funding/distribution clusters.

After a halt and run of the services, the order map is available.

Once in place, create an order with the quantity used in the new order
map. You will see the segments have been populated with the funds and
holdings codes.
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Glossary

Cash Balance - The cash balance is that portion of the budgeted amount
that has not actually been spent, whether or not the money has been
encumbered.

Check Catalog and Vendor Availability - This is an option available in
the wizards used to order materials if the library has purchased access to
it. The VIP option searches the library catalog and a vendor catalog
simultaneously by ISBN for title records, adds brief title records, and
allows you to initiate the creation of order lines for titles.

EDI - This stands for Electronic Data Interchange which is a separately
purchased module that allows libraries to communicate with vendors to
transfer ordering, invoicing, or subscription information between
computers.

Encumbered - The encumbered amount includes orders placed from a
particular fiscal cycle that have not yet been invoiced, paid, canceled, or
removed.

Free Balance - The free balance is that portion of the budget neither
committed (encumbered) nor spent (paid.)

On Order Title Holds feature - With the implementation of this feature,
holds may be placed on titles based on the holding distribution segments
of order lines linked to the title. If no existing copies of the title qualify as
being available for holds, the system will check for open order lines
linked to the title. If such order lines exits, SirsiDynix Symphony will
allow a hold if any order line has a holding distribution segment with a
holding code which, when received and loaded, will create a copy that
qualifies for the hold.

Overencumbered - When a fund is overencumbered, the encumbered
amount exceeds the fund budget amount.
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